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Disclaimer
Tyler Technologies, Inc. (hereinafter “Consultant”) believes that the information described in this manual is accurate and reliable, and much care has been taken in its preparation. However, no responsibility, financial or otherwise, shall be accepted for any consequences arising out of the use of this material, including loss of profit and indirect, special, or consequential damages. No warranties extend beyond the program specification. 

The Client should exercise care to assure that use of Tyler Software Products and related sections are in full compliance with the laws, rules, and regulations of the jurisdictions in which it is used. These materials are confidential, unpublished works of Consultant and are provided contingent on Client’s agreement that the materials will be treated as Confidential Information as defined in the Agreement between Client and Consultant. Consultant grants to the Client a royalty-free nonexclusive license to use anything created or developed by Consultant for Client contained in this manual for internal purposes only. The license shall have a perpetual term and Client may not transfer it. Consultant shall retain all copyrights, patent rights and other intellectual property rights to this manual. 

The information contained herein is subject to change with subsequent upgrades and releases. Consultant assumes no responsibility to advise clients of changes or additions.
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[bookmark: _Toc279127000][bookmark: _Toc415131685][bookmark: _Toc422218179]Requisition Entry 	   			                        
[bookmark: _Toc422217413][bookmark: _Toc422218180]Objective
This document provides instruction on how to enter a requisition into the Munis Requisition Entry program. This document is intended all users responsible for entering requisitions.  This document provides instruction whether the requisition will be converted to a Purchase Order or a Contract. 
[bookmark: _Toc422217414][bookmark: _Toc422218181]Overview
By entering a requisition, you are requesting funds to make a purchase. As soon as the requisition is entered, the funds for the purchase are set aside, or pre-encumbered, for the specified general ledger expense account. When the requisition is released, it moves through the approval process, after which it is converted into a purchase order.
[bookmark: _Toc422217415][bookmark: _Toc422218182]Prerequisites
Before you can successfully complete this process, you must ensure that roles granting the necessary permissions have been assigned to your user account. If the roles have not been established, contact the system administrator to have them updated or added into the Munis system.

Before beginning the requisition entry process, gather the following information: 

The vendor name or vendor number from which you would like to purchase the items.
The general ledger expense accounts that will be used for the purchase.
The quantity, price, and description of the item being purchased. 










[bookmark: _Toc422217416][bookmark: _Toc422218183]Procedure

To create a requisition:
1. Open the Requisition Entry program.
Financials > Purchasing > Purchase Order Processing > Requisition Entry
-or-
 Departmental Functions  > Requisition Entry	
[image: ]

1. Click Add on the ribbon. 
1. Complete the fields, as required, to define the requisition details. Refer to the following table for specific field information.  
	Field
	Description
	Jefferson County

	Main Tab

	Main Information

	Dept/Loc
	This box contains the department or location responsible for the requisition.
	

	Fiscal Year
Current or Next
	The box identifies the fiscal year in which the requisition is created. 
This option can be the current or next year; the program automatically highlights Current or Next when you type the four-digit year.
	

	Requisition Number
	This box identifies the requisition number. 
	

	General Commodity
	This box specifies the general (type 2) commodity for the requisition. Jefferson County is using a 5 digit commodity code here and the buyer is attached to the commodity code.  Workflow business rules will route the requisition to the appropriate buyer based on the commodity code selected.
Codes entered in this box must exist in the Commodities program.  
	

	General Description 
	This box contains a general description for the order. 
The description can contain up to 50 alphanumeric characters.
	

	Department  Justification
	Click on the Department Justification Folder.  All requisitions should include a justification for the purchase of goods or services.  The length of the justification will vary based on the detail required to various situations.  
	

	Status
	This list indicates the current status of the selected requisition.
This box is accessible when you click Search to locate a record. 
	

	Needed By
	This box specifies the date by which the goods or services in this requisition are needed.
	

	Entered
	This box displays the date that the requisition is created. 
	

	By
	This box displays the user ID of the person who enters the requisition. 
When you are adding or updating a record, the program completes this box automatically, and you cannot change the entry. 
This box is accessible when during the Search process; type a user ID to find only those requisitions entered by that specific user.
	

	Convert To
	This list allows you to define whether the requisition will be converted to a purchase order or a contract. 
	

	PO Expiration
	Defines the expiration date of a purchase order created from the requisition. The date entered in this box is automatically transferred to the purchase order record during the conversion process, but you can change it after the purchase order is created.
	

	Receive By
	This option determines the manner in which the invoice will be received: quantity or amount. 
	 Contracts will be received by dollar amount.

	Three Way Match Required
	This check box, if selected, indicates that a three-way match will be required for the purchase order that will be created from this requisition. This check box does not have any actual effect at the requisition level. It is intended as a method of speeding the data entry process, as the value of the check box is carried to the created purchase order when the requisition is converted.  This is a Munis ERP Best Business Practice Recommendation.
	

	Inspection Required
TAB Past
	This check box is only available if you selected the Three Way Match Required check box. 
Selecting Inspection Required activates the four way matching feature, which contains all of the requirements of three-way matching, plus the requirement that all purchase order receiving records be approved by an inspector. You must enter an inspector in the By box.
The value of this check box is copied to the purchase order when the requisition is converted. No invoices can be entered against the resulting purchase order until receiving records exist for the purchase order, and they have been approved by the inspector.
	

	By
TAB Past
	This box contains the name of the inspector for the requisition. 
Use the field help button to select a valid inspector. To be a valid inspector, the user must have the Perform Inspections of Received Items check box selected for their user role in Purchase Order Roles.
	

	Project Accounts Applied
	This check box indicates that project account strings have been applied to the requisition. 
	

	Vendor Information

	Vendor
	This box identifies the vendor from whom you are requesting the requisition items. You can type a vendor number, or you can click the field help button to select a vendor.
If the Enforce Bid Defaults check box in Bid Management Roles is selected, only awarded vendors can be entered.
The Committed Vendor check box, if selected, indicates that the vendor is designated as a sole source for the commodity. The information in Vendors provides the default value for this box, and you cannot change this. 
	Vendor can be left blank and Purchasing will enter Vendor # after the bid is awarded for items over $15,000.

	Committed
	This check box indicates that the selected vendor is a committed vendor, either because of a bid, or a contract. 
The check box is automatically selected or cleared based on the vendor and commodity code and cannot be manually updated.
	Bids in Munis will be part of Phase 2

	Name
	This is the vendor's name, which is automatically entered based on the vendor number selected.
	

	PO Mailing
	This box identifies the vendor's remit address to be used for purchase orders.
	

	Delivery Method
	This is the desired delivery method for the completed purchase order. 
The default values of these check boxes are drawn from the vendor record.
The E-Procurement option indicates that the purchase order will be submitted via the vendor's online shopping interface. This option is only available if your organization has selected the Use Individual Vendor's Settings check box in Purchase Order Settings.
	

	Remit
	This box specifies the address to which payments should be sent. 
The default value is zero if the vendor does not have any remit addresses on record; otherwise the default value is one. 
Values are zero or any existing remit address number for that vendor. 
When liquidating a purchase order in the Invoice Entry program, if the remit address number is greater than 0, the remit address entered in this field is the default value on the invoice.
	

	Shipping Information

	Ship To
	This is the location to which the item should be delivered.
	

	Email
	This is the contact e-mail address for the shipping location.
	

	Reference/Phone #
	This is the name to reference on the vendor's shipping document. You can enter up to 30 characters in the box.  The buyers in the purchasing department have requested a phone # be added to all requisitions.
	




Complete the fields on the Terms/Miscellaneous tab.
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	Field
	Description
	Jefferson County 

	Terms

	Discount %
	This is the vendor's standard discount percent, if applicable. 
The default value is the percent established in Vendors, but you can change this according to current arrangements.
	

	Freight %
	This is the percentage of the order that the vendor charges for shipping, if applicable.
If the selected vendor has a standard freight percent identified in Vendors that is the default value; otherwise it is 0.
	

	Notification Threshold %
TAB Past
	The value of this box determines at what expenditure amount notifications are sent to the requester after the requisition is converted to a purchase order, and then liquidated with an invoice. The percentage is transferred to a purchase order during the conversion process. 
For example, for a requisition or purchase order of $10, a notification percentage of 5% would cause the Invoice Entry program to generate a notification when $5.01 or more is liquidated from the purchase order. 
The box is designed for use with requisitions that will be converted to blanket purchase orders, and the notifications are a method of warning of the upcoming purchase order expiration due to liquidation of the entire purchase order.
This box is not available until you define the Purchase Order Spend Threshold (PST) business rule in the Workflow Business Rules program.
	Jefferson County is not using this functionality at Go Live.

	Freight Method/Terms
	This is the shipping method and terms. 
The default value for this information displays from the standard methods and terms identified in the Vendors program for the selected vendor.
	

	Bill To
	This is the bill-to code of the department or location paying for the item. 
If the Dept/Loc box has an associated default bill-to code, it is displayed in this box, but you can change this.
	

	Bill To Email
	This is the contact e-mail address for the billed department.
	

	Special Handling
** If a requisition is entered after the fact in a rare instance; The Confirming Selection will need to be used.  This will allow management to run reports on chronic offenders.
	This list identifies special circumstances for the requisition or purchase order:
· None - No special processing. 
· Confirming - A confirming order, or a follow-up to a telephone order. This prints the words Confirming PO on the purchase order form. 
· Print first - Indicates that this requisition should be printed first once it becomes a purchase order. 
· Prepaid - Indicates that this is a prepaid requisition. 
	

	Miscellaneous

	Allocation
	This is the allocation code for general ledger distribution.
	

	Buyer
	This is the person requesting the item to be purchased.
	

	Review
TAB Past
	This list determines the requisition's review process. 
	

	Type
	This list identifies the type of requisition: 
· Normal - Purchase order for specific goods or services. 
· Blanket - A purchase order that is intended to be used over a long period of time. 
· Dept/Emergency - Purchase order that must be rushed. 
· RFP/Bid - A request for proposal or bid.
	

	Purchase Order
	This is the number assigned to this purchase order. 
	

	Notify Originator When Converted to PO
	This check box, if selected, directs the program to send an e-mail to the employee who entered the requisition that it has been successfully converted to a purchase order.

If the Notify Originator When Requisition is Rejected or Converted to a PO check box in Department Codes is selected, this option is selected as well, but you can change this. 
	

	Notify Originator of Overages
	This check box, if selected, causes the program to notify the requester when a requisition has liquidations greater than the specified amount. 
	

	Contract

	 Number
	This box contains the contract number associated with the selected commodity. 
When a commodity with a posted contract number is entered, the contract number is the default value for the Contract box in Requisition Entry and PO Entry. The general ledger accounts entered must be the same as the accounts entered on the contract.

You can enter a contract that has an existing change order. If the change order decreases the contract amount, you cannot exceed the open amount for the account on the change order. If you try, the program displays a message with the dollar amount that you cannot exceed. 

If a rejected requisition is reactivated, the program checks the contract open amounts for each general ledger allocation. If the contract has a change order against it and the change order is decreasing the contract amount, the program checks the change order open amount for each allocation.

If a requisition allocation exceeds the contract or change order open amount, the program marks the allocation with an X and you must either modify the requisition line to a lesser amount or modify the contract.

If you change the Year/Per value in the Contract Change Orders program from next year to the current year, the program updates the corresponding requisition year, allowing you to process current year contracts.
	

	Description
	This is the contract description.
The description is automatically completed by the program from the contract record, and you cannot update it
	

	Work Order  Jefferson County did not purchase Work Orders 


Click Accept to save the header information. 
The program displays the Line Detail screen. 
Click Add to begin entering the line detail information for your requested line item. 
Press Tab to move through the fields. [image: ]
  
	Field
	Description
	Jefferson County

	Requisition

	Fiscal Year
	This box indicates the fiscal year in which the requisition was entered. 
The year is display only. 
	

	Number
	This box displays the requisition number entered on the main Requisition Entry screen.
This number is display only.
	

	Line
	This box provides the item's sequence in the requisition. This number is assigned by the program and you cannot change it. 
	

	Detail

	Quantity
	This box specifies the order quantity for a single line item in the requisition. 
The program multiplies the number entered here by the unit price of the line item to calculate the net cost.
The default quantity value is 1, but you can change this.
	

	Product ID
	This is the product ID of the requested item.
Product IDs are only available if you have selected the Use Product IDs check box in Purchase Order Settings.
	
	

	Description 
	This is an item description.
You can enter up to 210 alphanumeric characters.
If your site does not use the Bid Management module, and a commodity that has been defined as a Bid Item in Commodity Codes is used, this field is not accessible. The program uses the default value from the commodity code, which you can only override if you have been assigned permission to do so in Requisition Roles.
	
	

	Unit Price
	This box contains the unit price of the goods or services specified on the line item. 
The program multiplies this amount by the quantity to calculate the line item total. 
For pick ticket lines, the unit price is entered from Inventory Items.
The program uses the default value from the commodity code, which you can only override if you have been assigned permission to do so in Requisition Roles.
	

	UOM
	This box indicates the unit of measure to be printed for the line item. 
The value of this box does not affect the calculation of the Item Total. 
The default value for the UOM displays from the Commodities program for purchase order items; for pick ticket lines, UOM is entered from the Inventory Items program.
	

	Freight
	This box indicates the freight charge, if applicable. 
The amount entered is automatically added to the item total. 
The value of this box prints on the requisition and resulting purchase order.
	

	Discount Percent
	This box identifies the vendor discount for this line item, if applicable. 
The program calculates the discount and reduces the item total by that amount. The discount prints on the requisition and resulting purchase order.
	

	Credit
	This box records a trade-in or credit. 
When you enter an amount, the program reduces the line item total by the credit amount. 
You can enter a credit of up to 9,999.99 or until the line item total is reduced to zero.
This credit prints on the requisition and resulting purchase order.
Enter reasons for the credit in the Description box. 
	

	Line Item Total
	This box displays the total amount for the current line item.
This amount is display only.
	

	Description 
	This box provides an item description. The description can contain up to 210 alphanumeric characters.
Click the Add’l Desc Notes button to add more information.
	

	Miscellaneous

	Manufacturer
	This is the manufacturer of the requested item, if applicable.
	

	Manufacturer Item Number
	If a manufacturer has been entered, this is the manufacturer’s specific item number for the requested item.
	

	Vendor
	This box identifies the vendor from which to order the commodity. 
	

	PO Mailing
	Identifies the specific vendor mailing address to which to submit the resulting purchase order. 
	

	Delivery Method
	This is the delivery method to use when delivering the purchase order created from the requisition. 
	

	Remit
	This is the remit address for the record.
	

	Vendor Item Number
	This is the vendor’s specific item number for the requested item, if applicable.
	

	1099 Box
	This list specifies the 1099 Box code. 
If the 1099 Default box for the Object Code segment the Chart of Account Segments program has been completed, the program completes the value. 
If the 1099 Default box in the Chart of Account Segments program is blank, the default value for this box displays from the Vendors program.
	

	Bid
	This box identifies the bid number, if applicable. To update bid details, including the commodity, click the folder button to open the Create Bid Master program. 
If the Enforce Bid Defaults check box in Bid Management Roles program is selected, any information previously entered on the bid (such as unit price or discount) cannot be changed.
	Bids in Munis will be part of Phase 2

	Dept/Loc
	This box indicates the department/location code of the requesting department.
The default value is entered according to the department code associated with your user ID, but you can change this if you are authorized to order items for more than one department.
If the department code is changed while adding or updating a requisition, the program displays a replacement confirmation message. Click Yes to replace the current data with the new department's defaults.
	

	Required By
	This box specifies the date by which the goods or services in this requisition are needed.
	

	Requested By
	This box contains the user ID of the person who requested the item.
The value of this box must be a Munis user.
	

	Receipt Notification To
	This box contains the Munis user ID of the individual to notify when the item is received.
	

	Fixed Asset
	This list indicates if the item is a fixed asset (Y), a master fixed asset (M), or not a fixed asset (N). 
If the Fixed Asset check box in the Chart of Account Segments program for the Object Code segment is selected and the entry amount is equal to or greater than the value of the Fixed Asset Amount in Chart of Account Segments, Yes is the default value for this box when you are adding or updating a record. Otherwise, the default value is No.
If the fixed asset amount value from Chart of Account Segments does not apply, Yes or No carries forward from the Commodities program, but you can change this. 
The value of this box is based on the object code entered if the Commodity box is blank.
	

	Risk Claim
	If the requisition is associated with a risk management claim, this box contains the risk claim number. 
Click the yellow folder button to view the risk claim record. 
	

	Notify Buyer
	This check box, if selected, directs the program to notify the buyer when the item is received. 
If an inventory item number is entered and the type is a Pick Ticket (I), there is no access to the Notify Buyer check box.
To use the notification functionality, there must be an accurate e-mail address in the E-mail Address box in User Attributes.
	



Once you have entered the required line detail information, press Tab to move to the GL Allocation section on the Line Detail screen. This section contains the general ledger expense accounts that are to be charged for the specific line items. 

	Field
	Description
	Jefferson County

	Seq
	This box displays is the sequence number assigned to the line item by the program. 
	

	Project Account
	This box contains the project account number, if applicable.
	

	Account
Org/Object/Project
	These boxes provide the org, object, and project codes or the account number of the general ledger account for the requisition. The program completes the account description when you enter an account number.
	

	Percent
	This box indicates the percentage of the total requisition amount that is allocated to this account. 
	

	Amount
	This box contains the total value of the items. 
This calculation assumes the cost of the line item is being allocated to a single expense account. Adjust this to distribute the cost over multiple allocation lines (for example, expense accounts), if desired, but the total of the allocation lines must equal the line item total.
	

	PA Bud
	This box indicates the project account status for the line item, if applicable. 
	

	GL Bud
	This box indicates the budget status for the line item. A budget allocation code of A indicates that the line item is approved, regardless of budget level. A value of U indicates that the account is under budget.
	

	
	
	

	
	
	

	User Defined
	Is this a Contract
	Y or N



Enter the general ledger expense accounts to which to charge the item. You can either type account number or click the field help button in each box to select the appropriate account. 
To allocate the line item amount to more than one general ledger account, enter the amount to expense to the first general ledger expense account, and then press Tab to move through the remaining fields for the current line, and then to the next account line, where you can enter another expense account and amount. Repeat these steps as many times as needed, until the total amount allocated to expense accounts equals the total cost for the line item. 
When all general ledger accounts are added, click Accept to save the detail. 
 If you have additional items to order, repeat the process for each item that you add to the requisition. 
Once you have completed adding all of your requested items, click Return on the ribbon to return to the main Requisition Entry screen. 
Attach any Required Documentation using TCM.  Refer to your Internal Policies for additional information.
Click the Paperclip button from the Munis Ribbon and TCM will open
Click Enter and the TCM screen will open, Select New; Import; Select your Document saved from your desktop and click Save.  The last step is to Close Viewer from the Tool Bar.  Your Paperclip should show the number of pages attached.
[image: ]
Click the Release option to submit the requisition and initiate the approval process.
Once you have released the requisition for approval, you will be able to view the requisition, but will not be able to make any further changes to it unless it is rejected through the approval process. 
[bookmark: _Toc422217417][bookmark: _Toc422218184]Results

Approval Status
 
1- Rejected:  The requisition has been rejected by an approver. Click the Approvers button to view the rejection comments. To update a rejected requisition, click the Activate button. 
 
2- Created:  The requisition header (general) details have been entered, but general ledger (GL) details have not been entered, or, the requisition has header and GL detail, but does not have the appropriate budget to move it to a Status 4.  In this case, a budget transfer must be made and posted, after which, you can click the Allocate option to move the requisition to a status 4–Allocated.

4-	Allocated:  The requisition has been entered and has been allocated (charged) to a general ledger account, therefore money is being taken from available budget. The requisition has not been released into Workflow.  A requisition must be in a status 4–Allocated to be released into Workflow; click Release to initiate the Workflow process.

6-	Released:  The requisition has been released into Workflow and is awaiting approval. Click the Approvers button to see the current approval status.  

8-	Approved:  The requisition has been fully approved in Workflow and is ready to be converted to a purchase order.

0-	Converted:  The requisition has been converted to a purchase order. The number is included on the Terms/Miscellaneous tab in Requisition Entry. 
[bookmark: _Toc422218185]Status Change
With Workflow in place, a released requisition has a status of 6–Released. To see the approval process at any point, click the Approvers button on the Workflow group of the Requisition Entry screen. 
[image: ]

Requisitions must be successfully approved by all approvers prior to being converted to into a purchase order. Once a requisition is approved, it is eligible to be converted into a purchase order. When your requisition has been converted to a purchase order, you receive a confirming e-mail.
[bookmark: _Toc422218186]GL Impact 
At the time a general ledger account is allocated to a line item in a requisition, the available budget for that account is reduced by the corresponding amount. 
[bookmark: _Toc422218187]What’s Next?
The requisitions will go through an approval process and must be successfully approved by all approvers prior to being converted to into a purchase order. 




Requisition Entry – E-Procurement/Shopping On-line	   			                        
1. Objective
This document provides instruction on how to enter a requisition into the Munis Requisition Entry program. This document is intended all users responsible for entering requisitions.  This document provides instruction whether the requisition will be converted to a Purchase Order.  
2.  Overview
By entering a requisition, you are requesting funds to make a purchase. As soon as the requisition is entered, the funds for the purchase are set aside, or pre-encumbered, for the specified general ledger expense account. When the requisition is released, it moves through the approval process, after which it is converted into a purchase order.
3. Prerequisites
Before you can successfully complete this process, you must ensure that roles granting the necessary permissions have been assigned to your user account. If the roles have not been established, contact the system administrator to have them updated or added into the Munis system.

Before beginning the requisition entry process, gather the following information: 

· The vendor name or vendor number from which you would like to purchase the items.
· The general ledger expense accounts that will be used for the purchase.
· The quantity, price, and description of the item being purchased. 










4. Procedure
Open the Requisition Entry program.
Financials > Purchasing > Purchase Order Processing > Requisition Entry
	
[image: ]

1.   Click Add on the ribbon. 
2. Complete the fields, as required, to define the requisition details. Refer to the following table for specific field information.  
	Field
	Description
	Jefferson County

	Main Tab

	Main Information

	Dept/Loc
	This box contains the department or location responsible for the requisition.
	

	Fiscal Year
Current or Next
	The box identifies the fiscal year in which the requisition is created. 
This option can be the current or next year; the program automatically highlights Current or Next when you type the four-digit year.
	

	Requisition Number
	This box identifies the requisition number. 
	

	General Commodity
	This box specifies the general (type 2) commodity for the requisition. Jefferson County is using a 5 digit commodity code here and the buyer is attached to the commodity code.  Workflow business rules will route the requisition to the appropriate buyer based on the commodity code selected.
Codes entered in this box must exist in the Commodities program.  
	

	General Description 
	This box contains a general description for the order. 
The description can contain up to 50 alphanumeric characters.
	

	Department  Justification
	Click on the Department Justification Folder.  All requisitions should include a justification for the purchase of goods or services.  The length of the justification will vary based on the detail required to various situations.  
	

	Status
	This list indicates the current status of the selected requisition.
This box is accessible when you click Search to locate a record. 
	

	Needed By
	This box specifies the date by which the goods or services in this requisition are needed.
	

	Entered
	This box displays the date that the requisition is created. 
	

	By
	This box displays the user ID of the person who enters the requisition. 
When you are adding or updating a record, the program completes this box automatically, and you cannot change the entry. 
This box is accessible when during the Search process; type a user ID to find only those requisitions entered by that specific user.
	

	Convert To
	This list allows you to define whether the requisition will be converted to a purchase order or a contract. 
	

	PO Expiration
	Defines the expiration date of a purchase order created from the requisition. The date entered in this box is automatically transferred to the purchase order record during the conversion process, but you can change it after the purchase order is created.
	

	Receive By
	This option determines the manner in which the invoice will be received: quantity or amount. 
	

	Three Way Match Required
	This check box, if selected, indicates that a three-way match will be required for the purchase order that will be created from this requisition. This check box does not have any actual effect at the requisition level. It is intended as a method of speeding the data entry process, as the value of the check box is carried to the created purchase order when the requisition is converted.  This is a Munis ERP Best Business Practice Recommendation.
	

	Inspection Required
TAB Past
	This check box is only available if you selected the Three Way Match Required check box. 
Selecting Inspection Required activates the four way matching feature, which contains all of the requirements of three-way matching, plus the requirement that all purchase order receiving records be approved by an inspector. You must enter an inspector in the By box.
The value of this check box is copied to the purchase order when the requisition is converted. No invoices can be entered against the resulting purchase order until receiving records exist for the purchase order, and they have been approved by the inspector.
	

	By
TAB Past
	This box contains the name of the inspector for the requisition. 
Use the field help button to select a valid inspector. To be a valid inspector, the user must have the Perform Inspections of Received Items check box selected for their user role in Purchase Order Roles.
	

	Project Accounts Applied
	This check box indicates that project account strings have been applied to the requisition. 
	

	Vendor Information

	Vendor
	This box identifies the vendor from whom you are requesting the requisition items. You can type a vendor number, or you can click the field help button to select a vendor.
If the Enforce Bid Defaults check box in Bid Management Roles is selected, only awarded vendors can be entered.
The Committed Vendor check box, if selected, indicates that the vendor is designated as a sole source for the commodity. The information in Vendors provides the default value for this box, and you cannot change this. 
	Bids in Munis will be part of Phase 2

	Committed
	This check box indicates that the selected vendor is a committed vendor, either because of a bid, or a contract. 
The check box is automatically selected or cleared based on the vendor and commodity code and cannot be manually updated.
	Bids in Munis will be part of Phase 2

	Name
	This is the vendor's name, which is automatically entered based on the vendor number selected.
	

	PO Mailing
	This box identifies the vendor's remit address to be used for purchase orders.
	

	Delivery Method
	This is the desired delivery method for the completed purchase order. 
The default values of these check boxes are drawn from the vendor record.
The E-Procurement option indicates that the purchase order will be submitted via the vendor's online shopping interface. This option is only available if your organization has selected the Use Individual Vendor's Settings check box in Purchase Order Settings.
	

	Remit
	This box specifies the address to which payments should be sent. 
The default value is zero if the vendor does not have any remit addresses on record; otherwise the default value is one. 
Values are zero or any existing remit address number for that vendor. 
When liquidating a purchase order in the Invoice Entry program, if the remit address number is greater than 0, the remit address entered in this field is the default value on the invoice.
	

	Shipping Information

	Ship To
	This is the location to which the item should be delivered.
	

	Email
	This is the contact e-mail address for the shipping location.
	

	Reference/Phone #
	This is the name to reference on the vendor's shipping document. You can enter up to 30 characters in the box.  The buyers in the purchasing department have requested a phone # be added to all requisitions.
	




3. Complete the fields on the Terms/Miscellaneous tab.
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	Field
	Description
	Jefferson County 

	Terms

	Discount %
	This is the vendor's standard discount percent, if applicable. 
The default value is the percent established in Vendors, but you can change this according to current arrangements.
	

	Freight %
	This is the percentage of the order that the vendor charges for shipping, if applicable.
If the selected vendor has a standard freight percent identified in Vendors that is the default value; otherwise it is 0.
	

	Notification Threshold %
TAB Past
	The value of this box determines at what expenditure amount notifications are sent to the requester after the requisition is converted to a purchase order, and then liquidated with an invoice. The percentage is transferred to a purchase order during the conversion process. 
For example, for a requisition or purchase order of $10, a notification percentage of 5% would cause the Invoice Entry program to generate a notification when $5.01 or more is liquidated from the purchase order. 
The box is designed for use with requisitions that will be converted to blanket purchase orders, and the notifications are a method of warning of the upcoming purchase order expiration due to liquidation of the entire purchase order.
This box is not available until you define the Purchase Order Spend Threshold (PST) business rule in the Workflow Business Rules program.
	Jefferson County is not using this functionality at Go Live.

	Freight Method/Terms
	This is the shipping method and terms. 
The default value for this information displays from the standard methods and terms identified in the Vendors program for the selected vendor.
	

	Bill To
	This is the bill-to code of the department or location paying for the item. 
If the Dept/Loc box has an associated default bill-to code, it is displayed in this box, but you can change this.
	

	Bill To Email
	This is the contact e-mail address for the billed department.
	

	Special Handling

	This list identifies special circumstances for the requisition or purchase order:
· None - No special processing. 
· Confirming - A confirming order, or a follow-up to a telephone order. This prints the words Confirming PO on the purchase order form. 
· Print first - Indicates that this requisition should be printed first once it becomes a purchase order. 
· Prepaid - Indicates that this is a prepaid requisition. 
	

	Miscellaneous

	Allocation
	This is the allocation code for general ledger distribution.
	

	Buyer
	This is the person requesting the item to be purchased.
	

	Review
TAB Past
	This list determines the requisition's review process. 
	

	Type
	This list identifies the type of requisition: 
· Normal - Purchase order for specific goods or services. 
· Blanket - A purchase order that is intended to be used over a long period of time. 
· Dept/Emergency - Purchase order that must be rushed. 
· RFP/Bid - A request for proposal or bid.
	

	Purchase Order
	This is the number assigned to this purchase order. 
	

	Notify Originator When Converted to PO
	This check box, if selected, directs the program to send an e-mail to the employee who entered the requisition that it has been successfully converted to a purchase order.

If the Notify Originator When Requisition is Rejected or Converted to a PO check box in Department Codes is selected, this option is selected as well, but you can change this. 
	

	Notify Originator of Overages
	This check box, if selected, causes the program to notify the requester when a requisition has liquidations greater than the specified amount. 
	

	Contract

	 Number
	This box contains the contract number associated with the selected commodity. 
When a commodity with a posted contract number is entered, the contract number is the default value for the Contract box in Requisition Entry and PO Entry. The general ledger accounts entered must be the same as the accounts entered on the contract.

You can enter a contract that has an existing change order. If the change order decreases the contract amount, you cannot exceed the open amount for the account on the change order. If you try, the program displays a message with the dollar amount that you cannot exceed. 

If a rejected requisition is reactivated, the program checks the contract open amounts for each general ledger allocation. If the contract has a change order against it and the change order is decreasing the contract amount, the program checks the change order open amount for each allocation.

If a requisition allocation exceeds the contract or change order open amount, the program marks the allocation with an X and you must either modify the requisition line to a lesser amount or modify the contract.

If you change the Year/Per value in the Contract Change Orders program from next year to the current year, the program updates the corresponding requisition year, allowing you to process current year contracts.
	

	Description
	This is the contract description.
The description is automatically completed by the program from the contract record, and you cannot update it
	

	Work Order  Jefferson County did not purchase Work Orders 


4. Click Accept to save the header information. 
5. After creating a requisition, when adding items, instead of manually entering in the item, select the Shop Online option in the Ribbon.	
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6. Once clicked, users will be prompted with a list of available E-Procurement vendors.  
[image: ]

This will launch the vendor’s website.  The website will display all the items that Jefferson County is allowed to purchase from that particular vendor.
The user can then select the items in which they would like to purchase and check-out from the vendor’s webpage.
The user will return to their requisition and select Continue from the Munis Ribbon.  This finalizes the online shopping trip and the items are created for the noted requisition.  You must select Shop Online for each line.





.
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7. The Mass Allocate option allows users to enter in the Project Ledger Strings and General Ledger Accounts to distribute the charges.
[image: ]
8. The final step will be will be to select Process.  This step will apply all allocations to all existing requisition item lines that currently do not have any allocations noted. You can allocate each line individually to a particular General Ledger or Project Ledger account based on what each department is ordering.  The End User would select Line Detail to use this option.
       Next, the user would click Accept, and click Return.
9. Attach and Required documentation through the paperclip as determined by Jefferson County.
10. Click Release allowing the Requisition to enter the electronic workflow approval process.
      11. Purchase Order Submissions will go through the site’s normal Purchase Order process.  The vendor record will have a delivery method noted for E-Procurement and the Purchase Order will be submitted to the Vendor electronically.  Sites will use the Export PO(s) option in the Print Purchase Orders program.






Reactivating a Rejected Requisition
If a requisition is rejected, the originator receives an e-mail. Rejection notes can be viewed in the original requisition within the Requisition Entry program. If the requisition has been rejected, it must be reactivated prior to making any changes to the requisition.

To reactive a rejected requisition:
1. On the Requisition Entry header, click Search, enter search criteria to identify the submitted requisition, and then click Accept to execute the search. 
1. Click Notes to view the rejection notes. At this point, make a determination if the requisition can be resubmitted with changes. If so, proceed.
1. Click Activate to change the status from 1- Rejected to 4-Allocated.
1. Click Update on the ribbon to make changes to the Requisition header. 
1. To make changes to the line items, click Line Detail and make the necessary changes to the appropriate lines. Be sure to save any changes by clicking Accept. 
1. When line item changes are complete, click Return on the ribbon to return to the Requisition Entry screen. 
Once all changes have been made, click the Release option on the Requisition Entry screen to resubmit the requisition to the approval process.




  
[bookmark: _Toc279127001][bookmark: _Toc415131687][bookmark: _Toc422218188]Requisition Approval	
[bookmark: _Toc422218189]Objective
This document provides instruction for approving released requisitions. It is intended for personnel responsible for approving requisitions.  
[bookmark: _Toc422218190]Overview
The Work Flow Manager Web part, in conjunction with the Workflow business rules, establishes an electronic approval process for requisitions. When a requisition is released in Munis, the requisition is submitted to an approval process. The requisition must be approved by all necessary approvers in order for it to be converted into a purchase order or contract. This document describes the approval process using the Tyler Dashboard Work Flow Manager Web part. 
[bookmark: _Toc422218191]Prerequisites
Before you can successfully complete this process, you must ensure that roles granting the necessary permissions have been assigned to your user account. If the roles have not been established, contact the system administrator to have them updated or added into the Munis system.

Confirm the following:

Requisitions have been completed and released.
Workflow business rules are established.
You are included in the Workflow User Attributes program as an approver. 
You have access to the Work Flow Manager Web part from the Tyler Dashboard.

[bookmark: _Toc422218192]
Procedure
To process a single requisition:
1. Open the Tyler Dashboard.
Review the Work Flow Manager Web part for the requisition approvals that require action. A summary of each record displays.
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Note: Click the Refresh option to update this window for any new pending records. 
Click the number in the Pending column to expand the Web part and display the records awaiting approval. 
[image: ]
Click the folder button for a record to view additional information regarding the approval of the record.
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Click the View button for any record to open the Requisition Entry program with all of the records awaiting approval as the active set.
[image: ]
Review all data included for each requisition.
Select the appropriate workflow action button for the record. 
	Button
	Description 

	Accept
	Identifies the record as approved, and sends notification to the next approver in sequence.

	Reject
	Rejects the item. You must enter a rejection reason. The program notifies the originator of the rejection and reason. The originator determines the next course of action (alteration and resubmission or deletion). 

	Forward
	Allows you to choose another Munis user to review this pending record

	Hold
	Retains an item in your approval queue for additional review. It will remain here until further action is taken.


Close the General Journal Entry/Proof program and return to the Work Flow Manager Web part.
[bookmark: _Toc422218193]Results
Depending on the action selected for each record, the status results differ. 
[bookmark: _Toc422218194]Status Change
The status of rejected requisitions is changed from 6–Released to 1–Rejected.
The status of approved requisitions remain at 6–Released until the approval of the final step in the approval process. At that time, the status changes to 8–Approved.
[bookmark: _Toc422218195]GL Impact 
There is no impact on the general ledger accounts at this time.
[bookmark: _Toc422218196]What’s Next?
Requisitions with a status of 8–Approved are eligible for conversion to purchase orders. 
Rejected requisitions may be corrected by the originators and resubmitted to the approval process.



[bookmark: _Toc415131692]
[bookmark: _Toc422218197]Purchase Order Receiving 

This document provides instructions on how to record the receipt of items using the Munis Purchase Order Receiving program.
[bookmark: _Toc422218198]Overview
The purpose of creating a receiving record is to document that goods that have been ordered have been received before invoices are paid. Entering these records allows Accounts Payable personnel to match the purchase order, purchase order receiving record, and the accounts payable invoice to ensure that all pieces match prior to payment to the vendor. You may receive each item individually or you may receive all items at one time. 
[bookmark: _Toc422218199]Prerequisites
Before you can successfully complete this process, you must ensure that roles granting the necessary permissions have been assigned to your user account. If the roles have not been established, contact the system administrator to have them updated or added into the Munis system.

Confirm the following:

You have permission to receive purchase orders for the department.  
Open purchase orders exist.
Ordered goods have been received from the vendor.






[bookmark: _Toc422218200]
Procedure
To receive individual lines (partial receipt) of a purchase order:
1. Open the Munis Purchase Order Receiving program.
Financials > Purchasing > Purchase Order Processing > Purchase Order Receiving
[image: ]
1. To add a new receiving record, click Add.
1. Complete the following fields in order to create a PO Receiving Record.
	Field
	Description
	Jefferson County

	Purchase Order

	PO Fiscal Year
	This box identifies the fiscal year associated with the open purchase order. 
When you are adding entries, the default value is the current year, but you can change this for next year purchase orders.
You cannot change this value when updating a record.
Accept the default value of No unless the Holding Current Year Open check box is selected in the General Ledger Settings program. If using a dual year method, enter correct fiscal year.
	

	PO Number
	This box specifies the open purchase order against which orders will be received. You can type a specific purchase order number or click the field help button to select a purchase order from a list of open purchase orders.
	

	Line #
	This box specifies the detail line number representing the received material or service. 
You can type a specific line number for the purchase order or click the field help button to select a purchase line from a list.
	

	Receipt Status
	This box contains the receiving record's current status. The box is used when a POI business rule exists, which requires an inspector's approval of receiving records before an invoice can be entered against the associated purchase order. 
An inspector can update the value of this box using the workflow buttons. 
	

	Vendor
	This box contains the number for the purchase order vendor, which comes from the selected purchase order. 
There is no access to this box when you are adding a record.
	

	Vendor Alpha
	This box identifies the purchase order vendor by name. 
There is no access to this box when you are adding a record.
	

	Item
TAB Past
	This box contains the inventory item number for the item being received.
There is no access to this box when you are adding a record.
	

	Bid #
	This box identifies the number of the bid associated with the purchase order. If a bid exists, the program completes this box when you enter a purchase order number.
There is no access to this box when you are adding a record.
	Phase 2

	Description
	This box displays the purchase order description as entered in Purchase Order Entry. The program displays the description when you enter the purchase order number. 
There is no access to this box when you are adding a record.
	

	Manufacturer
	This is the manufacturer of the item.
	

	Manufacturer Item Number
	This is the manufacturer’s stock number for the item, if applicable.
	

	Vendor Item Number
	This is the vendor’s stock number for the item, if applicable.
	

	Quantity

	Ordered, Received to Date, Remaining, Invoiced
	These fields indicate the total quantity of items ordered, received to date, remaining, and invoiced for this purchase order. 
There is no access to these boxes when you are adding a record.
	

	Received Tab

	Received Details

	Quantity
	This is the quantity of the commodity that has been received.
If the Enforce Invoice Variance Amounts in PO Receiving option is selected in Purchase Order Settings, the program will not allow you to enter a quantity that falls outside the defined variance threshold. The variance amount is defined in Accounts Payable Settings.
	

	Dollar Amount
	This is the dollar amount of the received quantity. You can leave the default value, which comes from the selected purchase order, or type a dollar amount. 
	

	Date
	This is the date the commodity was received. 
You can type the date in the box, click the calendar button to select the date, or leave the default date, which is the current date.
	

	Packing Slip #
	This is a packing slip number for each purchase order line number received.
	

	Fixed Asset #
	This is the fixed asset number for each purchase order line number received, if applicable.
	

	By (user id)
	This box indicates the user ID of person who created the receiving record. 
The program completes this value; this is a display-only field. 
	

	Comments
	These are internal comments about the commodity you have received. For example, “Order is not completely received. Waiting on 10 more items.”
These comments do not print on the invoice liquidation proof or the check stub.
	

	Quantity Invoiced
	This is the quantity that is returned.
Returned items are expected to be reshipped at a later date.
The returned quantity does not affect the open purchase order. 
If using Munis 3-way match, the program may supply a default value when the invoice is entered. 
No access to this box.
	

	Fully Invoiced
	If this check box is selected, it indicates that the quantity is fully invoiced. 
If using Munis three-way match, the program may update this check box with the default status (selected or cleared) when the invoice is entered. 
The program completes this check box; it is not accessible. 
	

	Close PO
	This check box indicates that the purchase order has been fully invoiced, and that the purchase order should be closed after receiving is complete.
	

	Returned Tab

	Quantity
	This box indicates the quantity that is returned if items were returned.
Returned items are expected to be reshipped at a later date.
The returned quantity does not affect the open purchase order. 
The quantity is for informational purposes only.
	

	Comments
	This box contains any internal comments explaining why the order was returned.
	

	RMA
	This is the return merchandise authorization number used to return the items.
	


1. Click Accept when complete to save the record. Attach packing slip via the paperclip on the Munis Ribbon.
[bookmark: _Toc422218201]
Using Quick Receipt Entry 
If you have a purchase order that has many lines and you wish to receive against all or most of the lines at the same time, use the Quick Receipt option:			
1. Open the Munis Purchase Order Receiving program.
Financials > Purchasing > Purchase Order Processing > Purchase Order Receiving
[image: ] 
1. Click Quick Receipt. 
The program opens the Purchase Order Receiving Quick Receipt screen.
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1. Type the fiscal year, purchase order number, or both for the open purchase orders, and then click Accept.
The program displays an active set of the purchase orders and the purchase order details and the lines for the each purchase order.
[image: ]


The following table provides descriptions for the fields on this screen.

	Field
	Description
	Jefferson County

	Purchase Order

	PO Fiscal Yr/#
	These boxes display the fiscal year for the open purchase order and the purchase order number. 
	

	Vendor
	This box displays the vendor number for the purchase order items. 
	

	Dept
	This box displays the department for which the item was ordered. 
	

	PO Amount
	This box indicates the total purchase order amount. 
	

	Packing Slip #
	This is the packing slip number for each purchase order line received. 
The number can be up to 15 alphanumeric characters. 
	

	Fixed Asset #
	This is a fixed asset number for each purchase order line received, if the items ordered are fixed assets.
	

	Line Table
	

	Line
	This is the purchase order line number for the item.
	

	Description
	This is the purchase order description for the item. 
	

	Item
	This is the number of the item being received. 
	

	Ordered
	This box displays the total number of this item ordered by this purchase order. 
	

	Received TD
	This box displays the number of items received against this purchase order to date. 
	

	Remaining
	This box displays the number of this line item remaining to be received for this purchase order.
	

	Receive
	This check box directs the program to receive the line item. 
	



Use the Select Lines, Select All, and Partial options to perform the following tasks:
Select Lines—Makes the Receive list accessible for an individual line.
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Use this option if you received most of the items but still have some remaining. In this case, select Full or Partial from the Receive list. If you select partial for a selected line, you must click the Partial option to display the Partial Receipt screen to add information about the partial receipt. 
Select All—Marks all lines as received. 
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Unselect All – Clears the value of the Receive list for all lines.
Partial—Makes a partial receipt on a line in the purchase order. Select the line for which to make the partial receipt and click Partial.
The program displays the Partial Receipt screen, where you are required to enter the partial receipt details. 
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Once all items on this purchase order have been noted appropriately, click Receive to submit the selections. 
The program displays a message in the status bar indicating that your selections have been received.
To receive additional quick receipt items on a different purchase order, click the Search button and repeat the process.

Important: Any receiving records created using the Quick Receipt process reflect a receipt date that is the same as the date of entry. If the Date of Receipt is different, Quick Receipt cannot be used.
The purchase order records the receiving record. Within PO Inquiry, the Purchase Order Receiving button is highlighted to indicate that receiving records are available. These records are necessary to be able to pay invoices against the purchase order.

To add a new record for individual lines:
1. Click Add   on the main screen to enter a new receiving record.
1. Complete the fields according to the following table to create a PO Receiving Record.
1. Click Accept to save the record.  Attach the packing slip via the paperclip on the Munis Ribbon.
	Field
	Description
	Jefferson County

	Purchase Order

	PO Fiscal Year
	This box identifies the purchase order fiscal year. Accept the default value of No unless the Hold Current Year Open check box is selected in the General Ledger Settings program; if you are using a dual year method, enter correct fiscal year.
	

	PO Number
	This box contains the purchase order number against which you are receiving items. Click the field help button to select a purchase order number. 
	

	Line #
	This box identifies the line number of the purchase order for the item you are receiving. 
	

	Vendor
	This box identifies the vendor providing the items. The program completes this value according to the purchase order entered.  
	

	Vendor Alpha
	This box identifies the purchase order vendor by name. 
There is no access to this box when you are adding a record 
	

	Item
	This is the item number that represents the inventory item. 
	

	Bid #
	If the PO resulted from a bid, this box displays the bid number. 
	This is part of Phase 2.

	Description
	This box displays the description from the purchase order. This is a display-only field. 
	

	Quantity Ordered/ Received to Date/ Remaining/Invoiced
	These boxes display the purchase order details for the purchase order and line numbers entered. 
The program completes these fields. 
	

	Received Tab
	
	

	Received Quantity
	This box identifies the exact quantity received. 
	

	Dollar Amount
	This box displays the dollar amount according to the purchase order. If the amount should be different than the default value, enter dollar amount of the order received.
	

	Date
	This is the date the items are received. The current date is the default value, but you can change this to reflect the exact day the items were received.
	

	Packing Slip #
	This is the packing slip number, if the vendor supplied this information.
	

	Fix Asset #
	This box identifies the fixed asset number for the item, if applicable. 
	

	By
	This box displays the user ID of the person entering the record. The program completes this value; this is a display-only field. 
	

	Comments
	This box contains internal comments that relate to the receiving data. For example, “The order is not completely received; waiting on 10 more items.”
	

	Quantity Invoiced
	If using Munis three-way match, when the invoice is entered, the program completes this field with the quantity of the item that was invoiced. This is a display-only field.  
	

	Fully Invoiced
	If this check box is selected, it indicates that the quantity is fully invoiced. 
If using Munis three-way match, the program may update this check box with the default status (selected or cleared) when the invoice is entered. 
The program completes this check box; it is not accessible.
	

	Returned Tab
	
	

	Returned Quantity
	If items were returned, enter the quantity of any items being returned.
	

	Returned Comments
	If items were returned, enter comments explaining why the order was returned.
	




[bookmark: _Toc422218202]Results
The purchase order records the receiving record. Within PO Inquiry, the Purchase Order Receiving button is highlighted to indicate that receiving records are available. These records are necessary to be able to pay invoices against the purchase order.
[bookmark: _Toc422218203]GL Impact
The general ledger is not affected by this action.
[bookmark: _Toc422218204]What’s Next?
An invoice can now be presented against the purchase order within Accounts Payable.









[bookmark: _Toc422218205]Purchase Order Change Orders 

      		
[bookmark: _Toc422218206]Objective
This document provides instructions on how to process a purchase order change order using the Purchase Order Change Orders program.  The process will begin at the department level.  Purchasing will communicate verbally or through email any necessary changes needed to the Purchase Order and the workflow process will begin according to the flowchart provided on the previous page.  This is a Munis ERP Best Business Practice recommendation.
[bookmark: _Toc422218207]Overview
This program allows users to process PO change orders. A purchase order change order allows for change requests to be made with workflow approvals. The changes are not reflected on the purchase order until approved.
[bookmark: _Toc422218208]Prerequisites
Before you can successfully complete this process, you must ensure that roles granting the necessary permissions have been assigned to your user account. If the roles have not been established, contact the system administrator to have them updated or added into the Munis system.

Confirm the following:

The Allow Workflow in PO Change Orders check box is selected in the Purchase Order Settings program. 
[bookmark: _Toc422218209]Procedure
The purchase order change order process includes cancelling and closing purchase orders. 

[bookmark: _Toc422218210]Changing a Purchase Order
To enter a change order:
1. Open the Purchase Order Change Orders program.
Purchasing > Purchase Order Processing > Purchase Order Change Orders
1. Click Search on the ribbon and enter the PO number and Fiscal Year of the PO to be modified. 
1. Click Accept.
The program displays the selected purchase order. The status for the Change Order option is N-None.
[image: ] 
1. Click Update on the ribbon to make any required changes on the PO header screen. 
1. Click Accept to save the changes. 
1. Click the Line Detail option on the ribbon to update the details.
The program displays the Line Detail screen.

[image: ]
1. Click Update and make changes to the quantity, amount, or account lines as needed. 
1. Click Accept to save the changes.  Attach documentation via the paperclip on the Munis Ribbon.
1. Click Return on the ribbon to return to the PO Header screen.
The Change Order status is C-Created. 
[image: ]
1. Click Release to move the change order to the Workflow process.
The Change Order status is updated to P-Pending. 

[bookmark: _Toc422218213]Results 
The purchase order is not affected by the change until the change has been approved and posted. The exceptions are closed and canceled POs; these changes do not require workflow approvals.	
[bookmark: _Toc422218214]GL Impact
The general ledger will not be affected until the change order is approved and posted. The exception is with canceled purchase orders; these purchase orders liquidate their encumbrances when posted to the general ledger.
[bookmark: _Toc422218215]What’s Next?
The purchase order change order can be approved and posted to the general ledger.

[bookmark: _Toc415131693][bookmark: _Toc422218216]Purchase Order Change Order Approval				  	
[bookmark: _Toc422218217]Objective
This document provides instructions on how to approve a change order. 
[bookmark: _Toc422218218]Overview
The Work Flow Manager Web part, in conjunction with the Workflow business rules, establishes an electronic approval process for purchase order change orders. When a change order is released in Munis, it is submitted to an approval process. The change order must be approved by all necessary approvers in order for it to be converted into a purchase order or contract. This document describes the approval process using the Tyler Dashboard Work Flow Manager Web part. 
[bookmark: _Toc422218219]Prerequisites
Before you can successfully complete this process, you must ensure that roles granting the necessary permissions have been assigned to your user account. If the roles have not been established, contact the system administrator to have them updated or added into the Munis system.

Confirm the following:

Purchase orders are available. 
Workflow business rules are established.
Approvers are entered in the Workflow User Attributes program. 
You have access to the Work Flow Manager Web part from Tyler Dashboard. 


[bookmark: _Toc422218220]Procedure
To complete the change order approval process:
1. Open the Tyler Dashboard.
2. Review the Work Flow Manager Web part for the change order approvals that require action. A summary of each record displays.
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Note: Click the Refresh option to update this window for any new pending records. 
3. Click the number in the Pending column to expand the Web part and display the records awaiting approval. 
[image: ]
4. Click the folder button for a record to view additional information regarding the approval of the record.
[image: ]
5. Click the View button for any record to open the Purchase Order Change Orders program with all of the records awaiting approval as the active set.
[image: ]
6. Review all data included for each change order.
7. Select the appropriate workflow action button for the record. 
	Button
	Description 

	Accept
	Identifies the record as approved, and sends notification to the next approver in sequence.

	Reject
	Rejects the item. You must enter a rejection reason. The program notifies the originator of the rejection and reason. The originator determines the next course of action (alteration and resubmission or deletion). 

	Forward
	Allows you to choose another Munis user to review this pending record

	Hold
	Retains an item in your approval queue for additional review. It will remain here until further action is taken.


8. Close the Purchase Order Change Orders program and return to the Work Flow Manager Web part.
[bookmark: _Toc422218221]Results
The purchase order change order has been approved or rejected. If approved the change order can be released. If rejected, Workflow sends an email notification to the originator indicating the rejection. The originator can then update the change order and resubmit or delete the change order.
[bookmark: _Toc422218222]GL Impact
The general ledger is not impacted by this process; the change order does not update the general ledger until it is posted. 

[bookmark: _Toc422217456][bookmark: _Toc422218223]What’s Next?
The change order can be posted. 


























[bookmark: _Toc421195197][bookmark: _Toc421547406][bookmark: _Toc422218224]AP Invoice Entry (Unusual Demands, Utilities, Petty Cash)
A separate batch must be entered for each type due to Workflow.
	
[bookmark: _Toc422218225]Objective
This document provides instructions on how to enter an invoice into Munis without referencing a purchase order or a contract. It is intended for personnel who perform invoice processing.  
[bookmark: _Toc422218226]Overview
Invoices to be entered through this program are invoices that do not have supporting purchase order or contract documents. 

When you enter an invoice in Munis, you are requesting that funds be set aside for a service or an order that has been fulfilled, as well as initiating vendor payment. Upon entry of an invoice, the amount allocated to each general ledger account will appear as a memo balance that subtracts the net amount from the remaining available budget. The invoice will be released through an approval process driven by the accounts contained within the transaction. Upon completion of the approval process, a notification will be sent through workflow to accounts payable personnel, who will post the invoice. 
[bookmark: _Toc422218227]Prerequisites
Before you can successfully complete this process, you must ensure that roles granting the necessary permissions have been assigned to your user account. If the roles have not been established, contact the system administrator to have them updated or added into the Munis system.

Confirm the following:

· You have access to the accounts to which the invoice will be allocated.
· You have permission to enter a direct invoice without referencing a valid purchase order.
· The Accounts Payable Invoice Workflow process is established.







[bookmark: _Toc422218228]
Procedure
Complete the following steps to enter an invoice in Munis: 
1. Open the Invoice Entry program.
Financials > Accounts Payable> Invoice Processing > Invoice Entry
[image: ]
1. In the Menu group, click Add Batch. 
2. Enter in batch number/characters.
3. Effective date populates.  Followed by year/period. 
4. Cash account is auto populated. 
5. Complete the fields, using the following table as a guide, to define the batch. 
	Field 
	Description
	Jefferson County

	Batch
	This box identifies the unique number assigned to identify this batch of invoices.
The program automatically assigns the next available batch number according to the default value in the Accounts Payable Settings program, but this can be changed.
The batch number can be reused once a batch has been posted.
	

	Effective Date
	This box specifies the date the invoice affects the general ledger. The default value is the current date, but you can change this. 
	

	Year/Period
	These boxes define the fiscal year and period for the batch.
The default values are completed according to the General Ledger Settings program, but can be changed with appropriate permissions.
	

	Fund
	This box specifies the fund to be used with this batch. The program completes this field with the default value entered in the Accounts Payable Settings program. 
	

	Cash Account
	This box displays the cash account used to pay invoices in this batch. 
The program completes this field with the default value entered in the Accounts Payable Settings program. 
	

	Check Run/ Warrant
	This box includes the check run number to be assigned to all invoices within this batch. This is a method of grouping invoices to be included in a check run.
	LEAVE BLANK

	Due Date
	This box specifies the due date for invoices within this batch. This is another method by which Munis can select to include invoices in a check run. The default value is the current date, but you can change this. 
	LEAVE BLANK

	Enable TCM Invoice Barcode Label Printing
	This check box, if selected, directs the program to print Tyler Content Manager bar code labels for ease of scanning and attaching printed copies of each invoice. 
	

	Invoice Count
	This box displays the total number of invoices in the current batch. This is display only.
	

	Amount Total
	This box displays the total amount of all invoices in the batch. This is display only. 
	

	Vendor Hash
	This box contains the vendor hash identifier. This is a reconciliation tool that adds the vendor numbers assigned to each invoice together.
	

	Released
	This check box, if selected, indicates whether or not the batch has been released. 
	


6. Click Accept. 

The program displays the Invoice Entry screen.[image: ]
 
7. Complete the fields, as required. Refer to the following table for specific field details.  
PLEASE NOTE:  for Unusual Demands the user should populate UNDM (Unusual Demand), UTLY (Utilities) or UDPC for (Petty Cash) in the Department field and enter their Business Area in the Voucher field.  This is required for proper sorting of workflow for the County. 

	Field
	Description
	Jefferson County

	Year
	This box indicates the fiscal year of the purchase order or contract to be liquidated. Valid years are current or prior year. When the Holding Current Year Open check box is selected in the General Ledger Settings program, valid options include current year and next year.
	

	PO
	This box identifies the Munis purchase order number that this invoice is to liquidate. Enter the purchase order number or click the field help button to select a purchase order from a list of open purchase orders. 
	

	Contract
	This box specifies the Munis contract number, if this invoice is to liquidate a contract. If the PO selected is associated with a contract, the program completes the default value for the contract number. 
	

	Vendor
	This box identifies the vendor for the invoice. Enter the number or click the field help button to search by Vendor Alpha. The program completes this field according to the information included on the selected purchase order.
	

	Address
	This box identifies the appropriate vendor remittance address. The default remit address displays in the Address fields. Click the field help button to choose from available remittance addresses associated with this vendor.
	

	Terms
	This box displays the terms for the purchase. The program completes this value; it is display only.
	

	Document
	This box identifies the document number that can be referenced in report and inquiry programs. The program generates the next sequential number as determined by the Accounts Payable Settings program. 
	

	Invoice
	This box identifies the invoice number as displayed on the invoice. 
	

	Gross
	This box contains the gross amount of the invoice.
	

	Discount Date
	This box specifies the date before which the invoice must be paid to receive the discount percentage entered in the Disc % box. Enter the date or click the calendar button to select a date. 
	

	Discount Basis
	This box specifies the amount of the invoice that is subject to discount.
This field is only accessible if you enter a Discount Date.
	

	Discount %
	This box determines the percentage amount for the discount to be applied to this invoice. This may default from the vendor file. 
This field is only accessible if you enter a Discount Date.
	

	Net Amount
	This box contains the gross amount of invoice less any discounts applied.
	

	Payment Method
	This list identifies the payment method. The program completes this value according to the selected vendor’s preferred method of payment. Available options include direct disbursement, wire transfer, electronic fund transfer (EFT), normal, single check payment, or active card integration (ACI) transfer. 
The default value can be changed, if necessary.
	

	Check/Wire
	This box contains the check or wire transfer number if the payment method is a direct disbursement or wire transfer.
Click +1 to assign the next available number.
	

	Check/Wire Date
	This date indicates the date of the wire transfer or direct disbursement. 
	

	Description
	This box contains the general description; the program completes the default value with the description provided on the purchase order. Enter a brief description to assist the vendor in applying payment.
	

	Status
	This box indicates the status of the invoice throughout the approval process. A status of H-Held indicates the invoice must be approved. A status of A-Active means the invoice has been processed.
	

	Voucher
	This box contains a voucher number. 
If the Allow Voucher Entry check box in Accounts Payable Settings is selected, the program displays the next available voucher number, but you can change this. You can enter up to eight characters.
It is recommended that you use the voucher number feature, as it provides the only mechanism for sorting invoices by order of entry.
This box is accessible if the Allow Voucher Entry check box is selected in Accounts Payable Settings. You can also hide the Voucher field by clearing the Display Voucher Number check box in Accounts Payable Settings.
	The user should enter their Business Area in the Voucher field

	Check Run/ Warrant
	This box indicates which check run in which the invoice will be included. This field is not accessible. 
	

	Invoice Date
	This box identifies the date on the invoice. Enter a date or click the calendar button to select a date. 
	

	Received Date
	This box displays the date the invoice was received.
	

	Due Date
	This box specifies the date the invoice is due. 
	

	Department
	This box identifies the department code associated with this invoice. The program completes the default value with the purchase order department, but you can change this. 
	The user should populate UNDM (Unusual Demand), UTLY (Utilities) or UDPC (Petty Cash) in the Department field.

	Work Order
	This identifies a work order number associated with the invoice. Enter a work order number or select the field help button to select an available number, if applicable.
This box applies if your organization uses Munis Work Orders, Fleet and Facilities. 
	

	WO Task
	This identifies a work order task number, which applies if you have entered a work order number. 
This box applies if your organization uses Munis Work Orders, Fleet and Facilities.
	

	Allocation
	This box indicates the allocation code associated with the invoice. Enter an allocation code or click the field help button to select a code from a list of available numbers. 
	

	Requisition
	This box reflects the requisition number from which the selected PO was converted. This field is not accessible.
	

	Liq Method
	This list determines the liquidation method: Line or Account. The program completes this value according to the Accounts Payable Settings program. 
	

	Separate Check
	This check box, if selected, indicates that a separate check is required in the event multiple invoices are included for this vendor in a check run. The program will complete this value if this is included on the vendor record or if a one-time pay vendor is selected.
	

	Include Documentation
	This check box, if selected, indicates that documentation is to be included with the check.
	

	PA Applied
	This check box, if selected, indicates that project accounts are applied to this transaction.
	

	

	RFC
	This option displays the number of check requests associated with the invoice. Clicking the option opens those requests in the Request for Check program. The button is only visible if the invoice has at least one associate check request. 
	

	Comments
	The Comments button allows you to add or maintain comments for the invoice record. 
Only the first line of comments prints on the invoice record. 
	A/P Check comments can be used for pick up of checks. Ex:  Fleet will pick up check.  This was formally used for separating checks but Munis has a button to separate checks.  This AP check comment will print on the top of the check.

	Withholding
	The Withholding button allows you to view, add, or delete current accounts payable withholding amounts that apply to the current invoice. 
	


8. Press Tab to move to the Accounts tab.
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9. Verify and update the general ledger account number. The program completes the total invoice amount for the first line, but you can manually update this if you are allocating to more than one account. Continue to add detail lines until the invoice has been fully allocated, and the total reflects the invoice amount.
10. Click Accept. 
11. Click Add and repeat the preceding steps to continue adding invoices to the batch. When all invoices are entered, click Return on the ribbon to return to the Invoice Entry Batch Header screen. 
12. Confirm the invoice count and total, as displayed on the header, to the invoices ready to be submitted for approval and posting. In the event the batch total or count does not reconcile, click the View Batch option to display a summary list of all invoices within the batch.
[image: ]
13. Double-click a record to select it, and the program displays it on the Invoice Entry screen. Update the record, as necessary, and return to the Invoice Entry Batch Header screen. 

At any point prior to releasing your batch, you can make changes to the invoices:  
1. From the Invoice Entry Batch Header Screen, click Resume. 
The program displays the Invoice Entry screen. 
2. Use the scroll bar at the bottom of the entry screen to find the record to modify. 
3. Click Update, and modify the information, as required.
4. Click Accept, and then click Return on the ribbon to return to the batch header screen.

To release the batch when reconciliation is complete:
1. Click Release. 
The Released check box on the Invoice Entry Batch Header screen is selected to indicate the Released status. 
2. Click Approvals to initiate the approval process. 
To view the status of each invoice’s approval process, click Approvers while viewing a record.
The program displays a list of all required approvers, as well as where the action is pending.
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[bookmark: _Toc422218229]Results
The batch has been released and the approval process has been initiated. Each record will need to be reviewed and updated by the required approvers. Once the record is approved, it will be posted to the general ledger. Once an invoice has been posted, it is no longer available for viewing in the Invoice Entry program. Invoice detail can be viewed using the GL Inquiry, Vendor Invoice Inquiry, Year to Date Budget Reports, and Vendor Central programs. 
[bookmark: _Toc422218230]Status Change
A released invoice has a status of H-Held indicating it is pending approval. Once the final approver has taken action, the record status is updated to A-Approved.
[bookmark: _Toc422218231]GL Impact
Upon entry of an invoice, the total amount is reflected in the Actual (Memo) fields for each general ledger account, reducing the available budget. No detail records will be available for these invoices until they have been fully approved and posted. 
[bookmark: _Toc422218232]What’s Next?
Required approvers will receive notification that they have a record pending their approval. The invoices will flow through the approval process until the final step has been completed, at which time the invoice will be posted by the accounts payable clerk. Once posted, detail records are available for these transactions under the general ledger accounts affected and the invoice is ready to be included in the next check run.


[bookmark: _Toc279054781][bookmark: _Toc421195202][bookmark: _Toc421547412]
[bookmark: _Toc422218233]AP Invoice Approvals
	
[bookmark: _Toc422218234]Objective
This document outlines the process for approving invoices. 
[bookmark: _Toc422218235]Overview
Workflow approval rules will be set based on specific department and general ledger accounts from which an invoice is being paid. The accounts payable clerk will release invoices for approval after scanning and attaching printed invoices. After all approvals are complete, the accounts payable clerk will be notified so the invoices may be posted to the general ledger.
[bookmark: _Toc422218236]Prerequisites
Before you can successfully complete this process, you must ensure that roles granting the necessary permissions have been assigned to your user account. If the roles have not been established, contact the system administrator to have them updated or added into the Munis system.

Confirm the following:

· You have permission to view department batches.
· You have access to Work Flow Manager Web part on the Tyler Dashboard.
· You are included in the Workflow User Attributes program as an approver. 
· Accounts Payable business rules are established to determine required approval paths.
· Pending approval records exist.






[bookmark: _Toc422218237]Procedure
Complete the following steps to approve an accounts payable invoice transaction:
1. Open the Tyler Dashboard. 
2. Review the Work Flow Manager Web part for the accounts payable invoice approvals that require action. [image: ]
Note: Click the Refresh option to update this window for any new pending records. 
3. Click the number in the Pending column to expand the Web part and display the records awaiting approval. 
[image: ]
4. Click the folder button for a record to view additional information regarding the approval of the record. 
[image: ]
5. Click the View button for any record to open the Invoice Entry program with all of the records awaiting approval as the active set.
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6. Review all data included for each transaction including the vendor, dollar amount, payment method, invoice and due dates as well as general ledger accounts. 
7. Select the appropriate workflow action button for the record. 
	Button
	Description 

	Approve
	Identifies the record as approved, and sends notification to the next approver in sequence.

	Reject
	Rejects the item. You must enter a rejection reason. The program notifies the originator of the rejection and reason. The originator determines the next course of action (alteration and resubmission or deletion). 

	Forward
	Allows you to choose another Munis user to review this pending record

	Hold
	Retains an item in your approval queue for additional review. It will remain here until further action is taken.



8. Close the Invoice Entry program to return to the Work Flow Manager Web part. 
[bookmark: _Toc422218238]Results
Depending on the action selected for each record, the status results differ. 
[bookmark: _Toc422218239]Status Change
If approved, the invoice is routed to the next approver until all approvals have been satisfied. A notification is then sent to accounts payable personnel indicating that the invoice can be posted.
Rejected invoices are returned to accounts payable personnel with a note regarding the reason for rejection. The accounts payable personnel will need to take the next appropriate action, whether that be updating the transaction and resubmitting for approval, or deleting records that will not be resubmitted. 

Any held transaction remaining the queue until further action is taken by the required approver.

Forwarded transactions will remain in the queue of the recipient indicated. The new recipient will be required to approve or reject the invoice. 
[bookmark: _Toc422218240]GL Impact
The general ledger is not impacted by this transaction. The initial entry of the invoice updates the Actual (memo) amount for each general ledger account referenced, but until the record is posted, these transactions will not create any journal entries.
[bookmark: _Toc422218241]What’s Next?
Once accounts payable transactions have reached the final approver, they will be posted. A workflow notification will be sent to accounts payable personnel indicating that the invoice can be posted. 
  


[bookmark: _Toc422218242]Contract Entry- Maintaining a Basic Contract once Converted
[bookmark: _Toc422218243]Objective
This document provides instructions on how to enter a manual contract record into the Munis Contract Entry program. When using this document as a guide, accept the default values in fields, unless otherwise indicated, to complete a contract record.
[bookmark: _Toc422218244]Overview
A contract in Munis is the end result of an agreement with a vendor. Contracts are converted from Munis Bid Management or entered directly through the Munis Contract Management program.
[bookmark: _Toc422218245]Prerequisites
Before you can successfully create a contract, you must ensure that the necessary settings and codes are in place. If settings and codes are not set up, or not set up correctly, you may need to contact the system administrator to have them updated or added into the Munis system.

Confirm the following:

You have menu access to the Contract Entry program.
You have the appropriate user permissions:  
· Create New Contracts
· Release Own Contracts
· Create/Maintain Contracts
· Encumbered
· Non-Encumbered GL Accounts
· Items with Encumbered Amounts
· Items with Non-Encumbered Amounts
· Data access View Contracts by Department (own department code at a minimum)
Contract settings are established.
Vendors are established in the Vendors program.
Department codes are established in the Departments program.
General ledger accounts are active.
Workflow business rules for contracts are established, if applicable. 
[bookmark: _Toc422218246]
Procedure
Use the following steps to enter a contract:
1. Open the Contract Entry program 
Financials > Purchasing > Contract Management > Contract Entry
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2. On the ribbon, click Search.
3. Enter in any search criteria into the correct fields to find the contract that needs to be updated with the further data. 
4.   Select Accept or hit Enter.  The search will bring up the contracts that match your search criteria.
5. Select Update and start to update the fields that require further information to be built that were not brought over from the requisition. 
6. Complete the header fields and the fields on the Main tab according to the following table. 
	Field
	Description
	Jefferson County

	Contract

	Contract
	This box identifies the contract number. Use the plus one button to assign the next available number or manually assign a number by typing it into the field.
	

	Method
	This list specifies the contract enforcement method. The enforcement method designates how the contract will operate. 
You may change this option if you have permission to do so. Once a contract has been posted, the enforcement method may not be changed.

Enforcement options are:

· Encumbered Accounts: The contract requires accounts and amounts to be entered, and the accounts are encumbered for the entered amounts. If the contract was converted from a bid, users are not held to the bid item total, but the GL account total. Requisitions, purchase orders, and invoices restrict accounts entered to those on the contract without exceeding the amount for the account and the appropriate fiscal year.
· Nonencumbered Accounts: The contract is encumbered as purchase orders are issued against it. M.O.U.

	The Encumbered Contract will be for the dollar amount of the current budget year.  Follow internal policies for guidance.

Non-Encumbered M.O.U. will be entered at $1.00

	Vendor
	This box identifies the number of the vendor associated with this contract. 
The vendor must be established in the Munis Accounts Payable Vendors program. 
	

	To Be Rolled
	This check box, if selected, indicates that the contract should be rolled to the next fiscal year when the current fiscal year is closed. The default value is selected, but you can clear the check box. 
You cannot close the current fiscal year until all contracts with this status have been rolled to the next fiscal year.
	

	Hold Payments
	This check box directs the program to prevent invoices from posting if they are associated with this contract record. You can create contract invoices, but while this check box is selected, the invoices cannot be posted.
	

	Standing

	Original/Status
	The Original option indicates that this is a record for an original contract, not a change order.
The Status list shows the status of the contract during the contract process. 
When you add a new contract, the status is 2–Created and it updates automatically as the contract is moved through the process. You cannot modify the status, but you can use this field as search criteria during the Search process. Status indicators:
0-Rejected
2-Created
4-Released
6-Approved
8-Posted
10-Closed
	

	Change Order/Status
	The Change Order option indicates that this is a record for a contract change order. 
The Status list that indicates the status of the change order.
The program updates the status as the change order is processed. You cannot modify the status, but you can use this field as search criteria during the Search process. 
Status indicators are:
N- None
C-Created
P-Pending
A-Approved
R-Rejected
	

	Audit

	Entered By
	This box displays the user ID of the person who created the record. This field is accessible as search criteria during the Search process.
	

	Entered
	This box displays the date that the record was created. This field is accessible as search criteria during the Search process.
	

	Modified
	This box contains the date that the contract was last modified. 
The program automatically updates this date when the contract record is modified. The numeric box indicates how many times the contract has been modified.
This field is accessible as search criteria during the Search process.
	

	Printed
	This check box, if selected, indicates if the contract has been printed.
	



Main Tab 
[image: ]

	Field
	Description
	Jefferson County

	Main Information

	Dept/Loc
	This box identifies the responsible department. Your department is the default value. To change it, enter a new department code or click the field help button to select a department from the list.
	

	Bid/RFP
	This box specifies an associated bid number, if applicable. The program completes the bid number from the Create Bids program when it is converted.
	

	Requisition Year/Number
	These boxes contain the fiscal year and period of the requisition that was used to create the bid. These boxes are completed automatically during the Requisition Conversion process, and you cannot access them.
	

	Project
	If your organization uses project codes, select the Munis project from the list of available choices. This is an optional value. 
	

	Description
	This box contains the description for this contract. The description can contain up to 50 characters.
You can click the Add'l Desc button to add additional description text. 
	

	Year
	This box specifies the first fiscal year in which the contract will be used. The program enters your current fiscal year as the default value, but you may change it, if necessary.
You must have the appropriate permissions to make changes to the fiscal year and period.
	

	Period
	This box specifies the first period in which the contract will be used. The program enters your current fiscal period as the default value, but you may change it, if necessary. 
You must have the appropriate permissions to make changes to the fiscal year and period.
	

	Type
	This list identifies the contract type. Contract type codes are created and maintained in the Contract Types and Subtypes program.
	

	Subtype
	This list identifies the contract subtype. Contract subtype codes are created and maintained in the Contract Types and Subtypes program. This is an optional value.
	

	Review Code 
	This list identifies a contract review code. Review codes are created and maintained in the Contract Management Miscellaneous Codes program for the code type REVW – Review Code.
This is an optional value.
	

	Percent Complete
	This box indicates the percentage of the contract that is complete. 
This is an optional value.
	

	As of
	This box provides the date by which the specified percentage of the contract is complete. This is an optional value.
	

	Administrator
	This box identifies the contract administrator. Enter the user ID for the administrator of the contract, or click the field help button to select a Munis user from the list. 
This is an optional value.
	

	Workflow
	This list identifies the workflow option for the contract. This list is only accessible if an Administrator is selected.
This is an optional value.
	

	Notification Percentage
	This box indicates the percentage level at which the administrator of the contract will be notified if any requisition, purchase order, or invoice brings the contract above this threshold.
This is an optional value.
	

	Dates

	Estimated Start
	This box indicates an estimated start date for the contract. Enter the date or select a date by clicking the calendar button. This will require manual updates, if changed.
This is an optional value.
	

	Estimated Completion
	This box indicates an estimated completion date for the contract. Enter the date or select a date by clicking the calendar button. This will require manual updates, if changed.
This is an optional value.
	

	Bid Awarded
	This box indicates the date the contract is awarded. Enter the date or select a date by clicking the calendar button. This will require manual updates, if changed.
This is an optional value.
	

	Approved
	This box provides the contract approval date. Enter the date or select a date by clicking the calendar button. This will require manual updates, if changed.
This is an optional value.
	

	Initial Expiration
	This box indicates the contract expiration date. Enter the date or select a date by clicking the calendar button. This will require manual updates, if changed.
This is an optional value.
	

	Renewal Action
	This box indicates the renewal date for the contract. Enter the date required for renewal action or select a date by clicking the calendar button. This will require manual updates, if changed.
This is an optional value.
	

	Extended Through
	This box indicates the contract is extended through this defined date. Enter date or select a date by clicking the calendar button. This will require manual updates, if changed.
This is an optional value.
	

	Days

	Original
	This box indicates the number of original contract days. If estimated start and estimated completion dates are entered, the program calculates this value. You may only access this field while the contract is a status 2-Created.
This is an optional value.
	

	Modified
	This box provides a system-calculated figure and you cannot change it. If there are changes to the number of days in the contract, only the amount changed reflects here.
This is an optional value.
	

	Revised
	This box provides a system-calculated figure and you cannot change this. If there are changes to the number of days in the contract, this shows the updated total of days in the contract. This can be changed in the Change Orders program.
This is an optional value.
	



7. On the Munis toolbar, click Accept.

· If you are using the Encumbered Accounts, Nonencumbered Accounts, or Amounts by Segments enforcement method, all tabs are accessible.   
· If using the Not to Exceed Contracts enforcement method, the Accounts tab is replaced by the Amounts tab. Note: This method will not be used by the county.
· If using the Item/Qty/Cost/Disc enforcement method, you do not have access to the Accounts or Amounts tab. 
· If a contract uses any of the Items enforcement methods, the Accounts/Amounts tab in Contract Entry is hidden. For this enforcement type, the Items tab is available; however, in this case, the Items tab includes an Item and Accounts table.    

The fields on the available tabs vary according to the enforcement method selected. 
8. When you have completed the information on the applicable tabs, click Accept to save the record. 


Retainage Tab
[image: ]

	Field
	Description
	Jefferson County

	Retainage

	Bonds In Lieu of Retainage
	This check box, if selected, indicates that bonds are retained in place of a lien.
This is an optional value.
	 

	Recalculate Cap and Retainage Differences with Change Orders and Payments
	This check box causes the program to recalculate the value in the Cap box when contract change orders are posted.
	

	Cap
	This is the total amount to be retained from the contract.
The amount is set when the contract is initially posted, but it can be recalculated when change orders are posted and the Recalculate Cap check box is selected.
	

	Retained to Date
	This is the total amount of retainage posted to the contact, up to today's date/
	

	Remaining
	This box contains the amount of retainage withholding that has not yet been held. 
	

	Liquidated
	This is the total amount of retained funds paid to date.
	

	Permanently Retained
	This is the total amount of retained funds to date that will not be paid out to a vendor.
	

	Unrelieved
	This is the retained amount that has not yet been relieved.
	

	Contract Completion Starting Percent
	These fields determine the retainage rate for a range of contract completion percentages.
Standard retainage rates remain the same for the life of the contract. The default value of the Starting and Ending fields are 0 and 100 for this retainage method, which indicates that the contract retains at the same percentage for its entirety.
Sliding scale retainage withholds funds from the vendor based on the completion percentage of the contract. For example, you can retain 5% of funds from the vendor until the contract is 50% complete, and then switch to a 2% retainage until the contract is complete.
This is achieved by entering a range of percentage completion and a retainage rate on each line of the table. Continue to enter ranges until you reach 100% completion.
	









User Defined Tab
The User Defined tab displays when your organization has activated user-defined fields and applied them to the Contract Entry or Contract Change Orders programs.
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Accounts Tab
[image: ]

	Field
	Description
	Jefferson County

	Line
	This is the system-assigned number for the contract accounts.
	

	Year
	This box contains the fiscal year of the line item.
The fiscal year is required when you are adding new details.
You can update the year if the contract status is 2-Created.
	

	T 
	This box identifies the account type: expense, revenue, or balance sheet. 
	

	Account
	This box contains the full general ledger account number for the account to be charged. 
Account information is required when the value of the Method list is Encumbered Accounts or Nonencumbered Accounts.
Account information is optional when the value of the Method list is Amounts by Segments. 
You can update the account information for an existing detail line when the contract status is 2-Created or the change order status is C-Created. 
	

	Description
	This box provides is the description of the account number (org/object codes) entered.
	

	Amount 
	This box contains the current contract amount for the account. 
The value of this field must be 0 or greater.
The amount is required.
	

	Open Req
	This box displays amount remaining on the associated requisition.
This is a display-only field. 
	

	Open PO
	The amount remaining on the associated purchase order.
This is a display-only field. 
	

	Expended
	The amount that has been expended to date.
This is a display-only field.  
	

	Original
	The original amount allocated to this general ledger account.
This is a display-only field. 
	

	Liquidated
	The amount of the original amount liquidated to date.
This is a display-only field. 
	





Items Tab   - N/A for Encumbered and Non-Encumbered contracts
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	Field
	Description
	Jefferson County

	Item
	This is a system-assigned sequential number for the line.
	

	Active
	The value of this column indicates whether the contract item is currently active or inactive. Inactive items are not available for purchase using the contract terms.
	

	Commodity
	This is the commodity code for the item. 
If applicable, enter the contracted commodity code. 

If you do not know the commodity code, click the field help button to search by general commodity code. In the Commodity Help box, enter the general commodity code or click the field help button to search the list of all general commodity codes. Select the appropriate general commodity code; the program then provides a list of detailed commodity codes. Select the detailed commodity code.
	

	Inventory Item
	This identifies an inventory number. 
If applicable, enter the inventory item. Note: This is applicable if you are using Munis Inventory. If you do not know the inventory item number, click the field help button to search a list of available inventory items.
	

	Product ID/Product Description
	These columns contain the product ID and description of the item. The columns are only available if your organization has selected the Use Product IDs check box in the Purchase Order Settings program
	

	Description
	This is the commodity or inventory item description. The program completes the description, but you can change it, if needed.
	

	Qty
	This is the contract quantity for the item. If known, enter the contracted quantity of this item.
	

	Ordered Qty
	This is the ordered quantity. The program completes this figure from the requisition or purchase order line detail. 
	

	Received Qty
	This is the received quantity. The program enters this figure from the PO Receiving or the AP Invoice Entry Liquidation record.
	

	Invoiced Quantity
	This column provides the quantity of the item that has been invoiced. 
	

	UOM
	This is the unit of measure for the item. The program completes the default value according to the commodity code, but you can change this. The UOM can contain up to four alphanumeric characters. 
	

	Unit Price
	This is the unit price is associated with the commodity code. If there is a price associated with the commodity code, the program completes the value; if there is no unit price associated with the commodity code, you can enter the contracted unit cost. 
	

	Net Price
	This field displays the calculation of the Qty x Unit Price.
	




Items Tab (Items Enforcement Entry Methods) – 
[image: ]

For Item enforcement methods, the Items tab contains an Item table and an Accounts table.  The Item table lists the items for the contract, and the Accounts table lists the accounts and amounts associated with the currently selected item from the Item table.
Subcontractors Tab[image: ]

	Field
	Description
	Jefferson County

	Subcontractor
	This box provides the vendor number for the subcontractor. If you do not know the vendor number, click the field help button to launch a vendor alpha search. Note: The subcontractor must exist as an active vendor in the Vendors program.
	

	Name
	This box displays the vendor name according to the vendor number entered.
	

	MBE
	This check box indicates whether the subcontractor is classified as a Minority Business Enterprise or not.
	

	Description
	This box provides a description of the work that the subcontractor is to complete.
	

	Start
	This box identifies the date that the subcontractor will begin work.
	

	End
	This box indicates the date that the subcontractor will complete the work.
	

	Total Paid
	This box displays the total amount paid to the subcontractor. This total is calculated from the sum of the payments entered. 

Payments are recorded by clicking the Payments at the bottom of the Subcontractor tab. On the Subcontractor Payments screen, enter the payment information including the amount paid, comments, document, and invoice number.
	

	Subcontractor Goals

	
	This table is used to define usage-based goal percentages for subcontractors on the contract. The goals are typically defined based on minority business enterprise certifications. Please refer to additional Munis documentation in order to set up this optional feature. 
	



Insurance Tab
[image: ]

	Field
	Description
	Jefferson County

	Carrier
	This box specifies the insurance carrier code. If you do not know the code, click the field help button to search the list of available carrier codes. The carrier codes must exist in the Contract Miscellaneous Codes program with the code type INSR. 
	

	Carrier Name
	This box provides the insurance carrier name, which the program completes according to the carrier code entered. The carrier name is defined in the Contract Miscellaneous Codes program.
	

	Agency
	This box identifies is the code of the insurance agency associated with the contract. The agency code must exist in Contract Miscellaneous Codes.
	

	Agency Name
	This box identifies the agency name, which the program completes according to the agency code entered. The agency name is defined in the Contract Miscellaneous Codes program.
	

	Agent
	This box provides is the insurance agent name. The name can contain up to 30 characters.
	

	Type
	This box contains the insurance type code.  This code must exist in Contract Miscellaneous Codes. 
	

	Type Description
	This box provides is the insurance type description, which the program completes according to the type entered. The description is defined in the Contract Miscellaneous Codes program.
	

	Amount
	This box provides the insurance amount. 
	

	Policy
	This box specifies the policy number.
	

	Policy Start
	This box specifies is the policy start date.
	

	Policy End
	This box identifies is the policy expiration date.
	

	Notes
	This box contains any notes about the insurance. You can enter up to 40 alphanumeric characters.
	

	
	
	


1. Attach Legal Agreement and any other necessary documentation required through TCM.






















1. [bookmark: _Toc421104132][bookmark: _Toc421107997]Results
The contract record is complete.
1. [bookmark: _Toc421104133][bookmark: _Toc421107998]Status Change
With workflow in place, a released contract is status of 6 – Released. Click the Approvers button to see the list of approvers. Without workflow, your contract is status 8 – Approved.  
1. [bookmark: _Toc421104134][bookmark: _Toc421107999]GL Impact
If the contract enforcement method is Encumbered Accounts, the funds for the selected general ledger accounts are automatically encumbered and the available budget is decreased.
If the contract enforcement method is Nonencumbered Accounts, there is no effect on the general ledger.   
1. [bookmark: _Toc421104135][bookmark: _Toc421108000]Other Munis Modules Impact
Once the contract is completed and approved, you are able to reference the contract through the purchasing module. When using the encumbered accounts enforcement method, a journal entry is created encumbering the funds from the specified account.
1. [bookmark: _Toc421104136][bookmark: _Toc421108001]What’s Next?
With Workflow, the released contract is waiting for approval.  Without Workflow, the approved contract is ready to have requisitions and purchase orders entered against it.




























[bookmark: _Toc285948776][bookmark: _Toc415128203][bookmark: _Toc421104176][bookmark: _Toc421108014][bookmark: _Toc421547446][bookmark: _Toc422218252]Contract Approvals	
[bookmark: _Toc421104177][bookmark: _Toc421108015][bookmark: _Toc422218253]Objective
This document provides instructions on how to review and approve contracts or contract change orders that have been submitted to you through the workflow approval process. 
[bookmark: _Toc421104178][bookmark: _Toc421108016][bookmark: _Toc422218254]Overview
The contract approval process is initiated when someone enters and releases a new contract or a contract change in the Contract Change Orders program. 
[bookmark: _Toc421104179][bookmark: _Toc421108017][bookmark: _Toc422218255]Prerequisites
Before you can successfully enter or change a contract, you must ensure that the necessary settings and codes are in place. If settings and codes are not set up, or not set up correctly, you may need to contact your Munis system administrator to have them updated or added into the Munis system.

Confirm the following:

You have menu access to Contract Change Orders.
You have the following contract permissions:
· Approve Others’ Contracts (Limit or Full)
· Finance department only: Post Others’ Contracts (Full)
A contract or change order is available for approval. 
At least one COM workflow business rule has been established.
Your Munis user ID has been entered as a contract approver in the Workflow User Attributes program.

As an approver, you are notified by email or Workflow Assistant of pending contracts for approval.






[bookmark: _Toc421104180][bookmark: _Toc421108018][bookmark: _Toc422218256]
Procedure
Use the following steps to review and take action on a contract approval:

1. Open the Tyler Dashboard.
2. Review the Work Flow Manager Web part for the contract approvals that require action. A summary of each record displays.
[image: ]

Note: Click the Refresh option to update this window for any new pending records. 
3. Click the number in the Pending column to expand the Web part and display the records awaiting approval. 
[image: ]
4. Click the folder button for a record to view additional information regarding the approval of the record.
[image: ]
5. Click the View button for any record to open the Contract Entry program with all of the records awaiting approval as the active set.
[image: ]
6. Review all data included for each contract.
7. Select the appropriate workflow action button for the record. 
	Button
	Description 

	Accept
	Identifies the record as approved, and sends notification to the next approver in sequence.

	Reject
	Rejects the item. You must enter a rejection reason. The program notifies the originator of the rejection and reason. The originator determines the next course of action (alteration and resubmission or deletion). 

	Forward
	Allows you to choose another Munis user to review this pending record

	Hold
	Retains an item in your approval queue for additional review. It will remain here until further action is taken.


8. Close the Contract Entry program and return to the Work Flow Manager Web part.

[bookmark: _Toc421104181][bookmark: _Toc421108019][bookmark: _Toc422218257]What’s Next?
After a contract has been approved and posted, it may be referenced on requisitions, purchase orders. If additional changes need to be made, they may be entered now, as only one change order per contract may be processed at one time.



[bookmark: _Toc285948777][bookmark: _Toc415128204][bookmark: _Toc421104182][bookmark: _Toc421108020][bookmark: _Toc421547447][bookmark: _Toc422218258]Contract Change Orders	
[bookmark: _Toc421104183][bookmark: _Toc421108021][bookmark: _Toc422218259]Objective
This document provides instructions on how to create contract change orders.
[bookmark: _Toc421104184][bookmark: _Toc421108022][bookmark: _Toc422218260]Overview
Occasionally, during the life-cycle of a contract, it becomes necessary to make changes to amounts, accounts, line items, or other aspect of the contract. This is done using a contract change order. Changes that involve encumbering or liquidating amounts require the change order to be posted to the general ledger.
When a contract is in the process of being changed, two versions of the contract exist: the original contract and the change order. Only one change order may exist at any time. If your organization uses Workflow, the change order is routed through an online workflow approval process and once approved, the contract change is posted. This incorporates it into the original contract and the change order no longer exists. The original contract, however, has a change number denoting the number of changes that have occurred.
Below are the changes that are possible for each contract type. Note that updates to prior year lines are not allowed.
Encumbered Accounts: 
· Main tab, User Defined tab (if applicable), Subcontractor tab, and Insurance tab information.
· Accounts tab: Increase or decrease a current fiscal year allocated amount and account, add a future fiscal year account and amount.
· Non Encumbered Accounts:
· Main tab, User Defined tab (if applicable), Subcontractor tab, and Insurance tab information.
· Accounts tab: Increase or decrease a current fiscal year allocated amount and account, add a future fiscal year account and amount.
[bookmark: _Toc421104185][bookmark: _Toc421108023][bookmark: _Toc422218261]Prerequisites
Before you can successfully change a contract, you must ensure that the necessary settings and codes are in place. If settings and codes are not set up, or not set up correctly, you may need to contact your Munis system administrator to have them updated or added into the Munis system.

Confirm the following:
You have menu access to the Contract Entry program.
You have the appropriate user permissions for Contract Management: 
· Maintain Own Posted Contracts
· View Contracts by Department: Limited to own departments
· Create/Maintain Amounts by Segment	
Active general ledger accounts exist in the General Ledger Accounts program.
There must be a valid e-mail address for your user ID in the User Attributes program.
The Use Workflow for Posted Contract Changes check box must be selected in the Contract Settings program. 


[bookmark: _Toc421104186][bookmark: _Toc421108024][bookmark: _Toc422218262]
Procedure
Use the following steps to make changes to a contract:
1. Open the Munis Contract Change Orders program.
Financials > Purchasing > Contract Management > Contract  Change Orders
[image: ]
2. Click Search to search for the contract to change. 
3. Enter the applicable search criteria. Search criteria might include the contract number, vendor, or project. According to permissions, you are restricted to viewing contracts for your department. 
4. Click Accept to initiate the search. If you find more than one contract, scroll through the list to find the contract to change.

Changes to Informational Details 
To update information on the Main, User Defined, Subcontractor, or Insurance tabs:
1. Click Update.
The program displays the Change Order Reason box.
[image: ]
2. Enter the reason and click Save on the File menu.
3. Click Exit on the File menu to return to the contract record. 
4. Make the required changes, and then click Accept to save the changes. 
5. Click Release to release the change to the Workflow process or, if Workflow is not in place, to complete the change.  

Changes to Accounts or Amounts (No Line Items)
To add new general ledger accounts or to increase or decrease the existing contracted amounts on a contract that does not contain line items:
1. Select the Accounts or Amounts tab and click Update.
The program displays the Change Order Reason box.
[image: ]
2. Click Save on the File menu to save the note. 
3. Click Exit in the File menu to close the Change Order Reason screen and return to the main screen. 
For existing accounts, enter the new total amount for that account. For example, if the amount for the line is currently $500 and you want to add $100, enter $600. For new accounts, move to the first available field and enter the account or segments and amount. 
4. Click Accept to save the changes. 
5. Click Release to release the change to the Workflow process or, if Workflow is not in place, to complete the change.  

Changes to Line Items
To add new items/commodities, general ledger accounts or to increase or decrease the existing contracted amounts on a contract that has line items:
6. Select the Items tab and click Update.
The program displays the Change Order Reason box.
[image: ]
7. Enter the change reason, and then click Save on the File menu to save the note. 
8. Click Exit in the File menu to close the Change Order Reason screen and return to the main screen. 
9. Enter the required changes. 
10. Click Accept to save the changes. 
11. Click Release to release the change to the Workflow process or, if Workflow is not in place, to complete the change.  
 
Change Order Options

	Option
	Description

	Comments
	The Comments option allows you to enter or change free form contract notes.


	Hold/Release Payments
	Selects or clears the Hold Payments check box on the contract header. You can create invoices, but cannot post invoices against the contract when the Hold Payments check box is selected. 

	Mass Create
	The Mass Create option displays the Mass Create screen, where you can create or update genereral ledger accounts for a contract. This option is applicable when the value of the Account Entry Method field on the Attributes tab in the User Attributes program is Org.

	Release
	The Release option submits the contract change order to the workflow approval process.

	Output/Post
	The Output/Post option is used by Purchasing to post the approved contract changes to the general ledger.

	Activate
	The Activate option is only used in Contract Entry to reactivate a rejected contract so that changes may be made.

	Close Contract
	The Close Contract option is only accessible when the contract status is 8-Posted and there is no existing change orders, no open requisitions or purchase orders against the contract, and no invoices in the proof file that contain a purchase order that was entered against this contract.
When you click Close Contract, the program fully liquidates the contract, reversing any remaining general ledger encumbered amounts, if the contract encumbered accounts. A COL journal is created for encumbered contracts when open amounts remain on lines for the current year, next year, and a report is produced. Contract detail lines that did not encumber accounts are liquidated, but no journal or general ledger update occurs and they are not included on the report. The contract status is updated to 10-Closed and the contract number is no longer available to use on a requisition or purchase order. Purchase orders that contain this contract number are no longer available for use during Invoice Entry. You cannot process change orders against a closed contract.

For contracts that encumber accounts, a journal entry is created and accounts are updated for current year and next year only. All other years update the contract detail lines only and do not update the general ledger. If none of the accounts have money needing to be unencumbered/liquidated, the program updates the contract status to 10-Closed.
For each account that has money to be unencumbered or liquidated, the program updates the account's liquidated amount for the appropriate fiscal year, increasing it by the calculated amount. 

If the account is not a balance sheet account and the detail line is for the current or next year, the program updates the general ledger by reducing the encumbrance amount by the calculated amount. If the journal's fiscal year is equal to the current fiscal year, then update the current year's encumbrance amount. Otherwise update the next year's encumbrance amount.

	Open Contract
	The Open Contract option allows you to reopen a status 10-Closed contract that has not been completely expended on detail lines for the current year or greater. The program re-encumbers the portion of the contract that has not yet been expended on those detail lines only, creating an available amount. It also reduces the liquidated amount by the same value, thereby creating an encumbrance open balance. A COL journal is created when the contract encumbers accounts for current and next year lines only and a report is produced. The contract status is updated to 8-Posted.

	Audits
	The Change History option will display all changes to a contract. The display includes the date, time, and reason for a change. You cannot update the information, but you can create a report or export the information to Microsoft Excel.

	Activity
	The Activity option displays actions taken on the contract. The display includes activities such as printing, approval, or closing. You cannot update the information, but you can create a report or export the information to Microsoft Excel.

	Projects
	The Projects option displays all project codes that exist on the contract detail lines. It also displays purchase order and invoice amounts that are currently outstanding for the contract/project combination. You can select a record from the list to view a purchase order or invoice details.




[bookmark: _Toc421104187][bookmark: _Toc421108025][bookmark: _Toc422218263]What’s Next?
The contract is routed to the appropriate approver according to the defined business rules. Click Approvers to view the list of approvers for the action.  

The contract is comprised of two parts until it is approved: the original contract and the change order. Once the contract is approved, it is posted to the general ledger. You can only process one contract change at a time; if there are additional changes, you must process these once the current change order is posted.  

[bookmark: _Toc422218264]Contract Change Order Approvals	
[bookmark: _Toc422218265]Objective
This document provides instructions on how to review and approve contracts or contract change orders that have been submitted to you through the workflow approval process. 
[bookmark: _Toc422218266]Overview
The contract approval process is initiated when someone enters and releases a new contract or a contract change in the Contract Change Orders program. 
[bookmark: _Toc422218267]Prerequisites
Before you can successfully enter or change a contract, you must ensure that the necessary settings and codes are in place. If settings and codes are not set up, or not set up correctly, you may need to contact your Munis system administrator to have them updated or added into the Munis system.

Confirm the following:

You have menu access to Contract Change Orders.
You have the following contract permissions:
· Approve Others’ Contracts (Limit or Full)
· Purchasing department only: Post Others’ Contracts (Full)
A contract or change order is available for approval. 
At least one COM workflow business rule has been established.
Your Munis user ID has been entered as a contract approver in the Workflow User Attributes program.

As an approver, you are notified by email or Workflow Assistant of pending contracts for approval.






[bookmark: _Toc422218268]
Procedure
Use the following steps to review and take action on a contract approval:

1. Open the Tyler Dashboard.
2. Review the Work Flow Manager Web part for the contract approvals that require action. A summary of each record displays.
[image: ]

Note: Click the Refresh option to update this window for any new pending records. 
3. Click the number in the Pending column to expand the Web part and display the records awaiting approval. 
[image: ]
4. Click the folder button for a record to view additional information regarding the approval of the record.
[image: ]
5. Click the View button for any record to open the Contract Entry program with all of the records awaiting approval as the active set.
[image: ]
6. Review all data included for each contract.
7. Select the appropriate workflow action button for the record. 
	Button
	Description 

	Accept
	Identifies the record as approved, and sends notification to the next approver in sequence.

	Reject
	Rejects the item. You must enter a rejection reason. The program notifies the originator of the rejection and reason. The originator determines the next course of action (alteration and resubmission or deletion). 

	Forward
	Allows you to choose another Munis user to review this pending record

	Hold
	Retains an item in your approval queue for additional review. It will remain here until further action is taken.


8. Close the Contract Entry program and return to the Work Flow Manager Web part.

[bookmark: _Toc422218269]What’s Next?
After a contract has been approved and posted, it may be referenced on requisitions, purchase orders, and AP invoices. If additional changes need to be made, they may be entered now, as only one change order per contract may be processed at one time.




Requisition Entry 
Contract Liquidation	   			                        
Objective
This document provides instruction on how to enter a requisition into the Munis Requisition Entry program. This document is intended all users responsible for entering requisitions.  This document provides instruction whether the requisition will be converted to a Purchase Order or a Contract. 
Overview
By entering a requisition, you are requesting funds to make a purchase. As soon as the requisition is entered, the funds for the purchase are set aside, or pre-encumbered, for the specified general ledger expense account. When the requisition is released, it moves through the approval process, after which it is converted into a purchase order.
Prerequisites
Before you can successfully complete this process, you must ensure that roles granting the necessary permissions have been assigned to your user account. If the roles have not been established, contact the system administrator to have them updated or added into the Munis system.

Before beginning the requisition entry process, gather the following information: 

The vendor name or vendor number from which you would like to purchase the items.
The general ledger expense accounts that will be used for the purchase.
The quantity, price, and description of the item being purchased. 










Procedure

To create a requisition:
1. Open the Requisition Entry program.
Financials > Purchasing > Purchase Order Processing > Requisition Entry
-or-
 Departmental Functions  > Requisition Entry	
[image: ]

1. Click Add on the ribbon. 
1. Complete the fields, as required, to define the requisition details. Refer to the following table for specific field information.  
	Field
	Description
	Jefferson County

	Main Tab

	Main Information

	Dept/Loc
	This box contains the department or location responsible for the requisition.
	

	Fiscal Year
Current or Next
	The box identifies the fiscal year in which the requisition is created. 
This option can be the current or next year; the program automatically highlights Current or Next when you type the four-digit year.
	

	Requisition Number
	This box identifies the requisition number. 
	Code to be TBD

	General Commodity
	This box specifies the general (type 2) commodity for the requisition. Jefferson County is using a 5 digit commodity code here and the buyer is attached to the commodity code.  Workflow business rules will route the requisition to the appropriate buyer based on the commodity code selected.
Codes entered in this box must exist in the Commodities program.  
	

	General Description 
	This box contains a general description for the order. 
The description can contain up to 50 alphanumeric characters.
	

	Department  Justification
	Click on the Department Justification Folder.  All requisitions should include a justification for the purchase of goods or services.  The length of the justification will vary based on the detail required to various situations.  
	Invoice Payment

	Status
	This list indicates the current status of the selected requisition.
This box is accessible when you click Search to locate a record. 
	

	Needed By
	This box specifies the date by which the goods or services in this requisition are needed.
	

	Entered
	This box displays the date that the requisition is created. 
	

	By
	This box displays the user ID of the person who enters the requisition. 
When you are adding or updating a record, the program completes this box automatically, and you cannot change the entry. 
This box is accessible when during the Search process; type a user ID to find only those requisitions entered by that specific user.
	

	Convert To
	This list allows you to define whether the requisition will be converted to a purchase order or a contract. 
	Purchase Order

	PO Expiration
	Defines the expiration date of a purchase order created from the requisition. The date entered in this box is automatically transferred to the purchase order record during the conversion process, but you can change it after the purchase order is created.
	

	Receive By
	This option determines the manner in which the invoice will be received: quantity or amount. 
	 Dollar amount

	Three Way Match Required
	This check box, if selected, indicates that a three-way match will be required for the purchase order that will be created from this requisition. This check box does not have any actual effect at the requisition level. It is intended as a method of speeding the data entry process, as the value of the check box is carried to the created purchase order when the requisition is converted.  This is a Munis ERP Best Business Practice Recommendation.
	

	Inspection Required
TAB Past
	This check box is only available if you selected the Three Way Match Required check box. 
Selecting Inspection Required activates the four way matching feature, which contains all of the requirements of three-way matching, plus the requirement that all purchase order receiving records be approved by an inspector. You must enter an inspector in the By box.
The value of this check box is copied to the purchase order when the requisition is converted. No invoices can be entered against the resulting purchase order until receiving records exist for the purchase order, and they have been approved by the inspector.
	

	By
TAB Past
	This box contains the name of the inspector for the requisition. 
Use the field help button to select a valid inspector. To be a valid inspector, the user must have the Perform Inspections of Received Items check box selected for their user role in Purchase Order Roles.
	

	Project Accounts Applied
	This check box indicates that project account strings have been applied to the requisition. 
	

	Vendor Information

	Vendor
	This box identifies the vendor from whom you are requesting the requisition items. You can type a vendor number, or you can click the field help button to select a vendor.
If the Enforce Bid Defaults check box in Bid Management Roles is selected, only awarded vendors can be entered.
The Committed Vendor check box, if selected, indicates that the vendor is designated as a sole source for the commodity. The information in Vendors provides the default value for this box, and you cannot change this. 
	Your vendor number will fill in from the contract number.  TAB past.

	Committed
	This check box indicates that the selected vendor is a committed vendor, either because of a bid, or a contract. 
The check box is automatically selected or cleared based on the vendor and commodity code and cannot be manually updated.
	Bids in Munis will be part of Phase 2

	Name
	This is the vendor's name, which is automatically entered based on the vendor number selected.
	

	PO Mailing
	This box identifies the vendor's remit address to be used for purchase orders.
	

	Delivery Method
	This is the desired delivery method for the completed purchase order. 
The default values of these check boxes are drawn from the vendor record.
The E-Procurement option indicates that the purchase order will be submitted via the vendor's online shopping interface. This option is only available if your organization has selected the Use Individual Vendor's Settings check box in Purchase Order Settings.
	

	Remit
	This box specifies the address to which payments should be sent. 
The default value is zero if the vendor does not have any remit addresses on record; otherwise the default value is one. 
Values are zero or any existing remit address number for that vendor. 
When liquidating a purchase order in the Invoice Entry program, if the remit address number is greater than 0, the remit address entered in this field is the default value on the invoice.
	

	Shipping Information

	Ship To
	This is the location to which the item should be delivered.
	

	Email
	This is the contact e-mail address for the shipping location.
	

	Reference/Phone #
	This is the name to reference on the vendor's shipping document. You can enter up to 30 characters in the box.  The buyers in the purchasing department have requested a phone # be added to all requisitions.
	




Complete the fields on the Terms/Miscellaneous tab.
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	Field
	Description
	Jefferson County 

	Terms

	Discount %
	This is the vendor's standard discount percent, if applicable. 
The default value is the percent established in Vendors, but you can change this according to current arrangements.
	

	Freight %
	This is the percentage of the order that the vendor charges for shipping, if applicable.
If the selected vendor has a standard freight percent identified in Vendors that is the default value; otherwise it is 0.
	

	Notification Threshold %
TAB Past
	The value of this box determines at what expenditure amount notifications are sent to the requester after the requisition is converted to a purchase order, and then liquidated with an invoice. The percentage is transferred to a purchase order during the conversion process. 
For example, for a requisition or purchase order of $10, a notification percentage of 5% would cause the Invoice Entry program to generate a notification when $5.01 or more is liquidated from the purchase order. 
The box is designed for use with requisitions that will be converted to blanket purchase orders, and the notifications are a method of warning of the upcoming purchase order expiration due to liquidation of the entire purchase order.
This box is not available until you define the Purchase Order Spend Threshold (PST) business rule in the Workflow Business Rules program.
	Jefferson County is not using this functionality at Go Live.

	Freight Method/Terms
	This is the shipping method and terms. 
The default value for this information displays from the standard methods and terms identified in the Vendors program for the selected vendor.
	

	Bill To
	This is the bill-to code of the department or location paying for the item. 
If the Dept/Loc box has an associated default bill-to code, it is displayed in this box, but you can change this.
	

	Bill To Email
	This is the contact e-mail address for the billed department.
	

	Special Handling
** If a requisition is entered after the fact in a rare instance; The Confirming Selection will need to be used.  This will allow management to run reports on chronic offenders.
	This list identifies special circumstances for the requisition or purchase order:
· None - No special processing. 
· Confirming - A confirming order, or a follow-up to a telephone order. This prints the words Confirming PO on the purchase order form. 
· Print first - Indicates that this requisition should be printed first once it becomes a purchase order. 
· Prepaid - Indicates that this is a prepaid requisition. 
	

	Miscellaneous

	Allocation
	This is the allocation code for general ledger distribution.
	

	Buyer
	This is the person requesting the item to be purchased.
	

	Review
TAB Past
	This list determines the requisition's review process. 
	

	Type
	This list identifies the type of requisition: 
· Normal - Purchase order for specific goods or services. 
· Blanket - A purchase order that is intended to be used over a long period of time. 
· Dept/Emergency - Purchase order that must be rushed. 
· RFP/Bid - A request for proposal or bid.
	

	Purchase Order
	This is the number assigned to this purchase order. 
	

	Notify Originator When Converted to PO
	This check box, if selected, directs the program to send an e-mail to the employee who entered the requisition that it has been successfully converted to a purchase order.

If the Notify Originator When Requisition is Rejected or Converted to a PO check box in Department Codes is selected, this option is selected as well, but you can change this. 
	****Be sure to click this box so you can complete your receiving once the Requisition is converted to a Purchase Order.  

	Notify Originator of Overages
	This check box, if selected, causes the program to notify the requester when a requisition has liquidations greater than the specified amount. 
	

	Contract

	 Number
	This box contains the contract number associated with the selected commodity. 
When a commodity with a posted contract number is entered, the contract number is the default value for the Contract box in Requisition Entry and PO Entry. The general ledger accounts entered must be the same as the accounts entered on the contract.

You can enter a contract that has an existing change order. If the change order decreases the contract amount, you cannot exceed the open amount for the account on the change order. If you try, the program displays a message with the dollar amount that you cannot exceed. 

If a rejected requisition is reactivated, the program checks the contract open amounts for each general ledger allocation. If the contract has a change order against it and the change order is decreasing the contract amount, the program checks the change order open amount for each allocation.

If a requisition allocation exceeds the contract or change order open amount, the program marks the allocation with an X and you must either modify the requisition line to a lesser amount or modify the contract.

If you change the Year/Per value in the Contract Change Orders program from next year to the current year, the program updates the corresponding requisition year, allowing you to process current year contracts.
	Enter the Contract #.  

	Description
	This is the contract description.
The description is automatically completed by the program from the contract record, and you cannot update it
	

	Work Order  Jefferson County did not purchase Work Orders 


Click Accept to save the header information. 
The program displays the Line Detail screen. 
Click Add to begin entering the line detail information for your requested line item. 
Press Tab to move through the fields. [image: ]
  
	Field
	Description
	Jefferson County

	Requisition

	Fiscal Year
	This box indicates the fiscal year in which the requisition was entered. 
The year is display only. 
	

	Number
	This box displays the requisition number entered on the main Requisition Entry screen.
This number is display only.
	

	Line
	This box provides the item's sequence in the requisition. This number is assigned by the program and you cannot change it. 
	

	Detail

	Quantity
	This box specifies the order quantity for a single line item in the requisition. 
The program multiplies the number entered here by the unit price of the line item to calculate the net cost.
The default quantity value is 1, but you can change this.
	

	Product ID
	This is the product ID of the requested item.
Product IDs are only available if you have selected the Use Product IDs check box in Purchase Order Settings.
	
	

	Description 
	This is an item description.
You can enter up to 210 alphanumeric characters.
If your site does not use the Bid Management module, and a commodity that has been defined as a Bid Item in Commodity Codes is used, this field is not accessible. The program uses the default value from the commodity code, which you can only override if you have been assigned permission to do so in Requisition Roles.
	
	Invoice # or June Invoice, for example.  For the internal policies set forth by Jefferson County.

	Unit Price
	This box contains the unit price of the goods or services specified on the line item. 
The program multiplies this amount by the quantity to calculate the line item total. 
For pick ticket lines, the unit price is entered from Inventory Items.
The program uses the default value from the commodity code, which you can only override if you have been assigned permission to do so in Requisition Roles.
	Amount of Invoice

	UOM
	This box indicates the unit of measure to be printed for the line item. 
The value of this box does not affect the calculation of the Item Total. 
The default value for the UOM displays from the Commodities program for purchase order items; for pick ticket lines, UOM is entered from the Inventory Items program.
	

	Freight
	This box indicates the freight charge, if applicable. 
The amount entered is automatically added to the item total. 
The value of this box prints on the requisition and resulting purchase order.
	

	Discount Percent
	This box identifies the vendor discount for this line item, if applicable. 
The program calculates the discount and reduces the item total by that amount. The discount prints on the requisition and resulting purchase order.
	

	Credit
	This box records a trade-in or credit. 
When you enter an amount, the program reduces the line item total by the credit amount. 
You can enter a credit of up to 9,999.99 or until the line item total is reduced to zero.
This credit prints on the requisition and resulting purchase order.
Enter reasons for the credit in the Description box. 
	

	Line Item Total
	This box displays the total amount for the current line item.
This amount is display only.
	

	Description 
	This box provides an item description. The description can contain up to 210 alphanumeric characters.
Click the Add’l Desc Notes button to add more information.
	

	Miscellaneous

	Manufacturer
	This is the manufacturer of the requested item, if applicable.
	

	Manufacturer Item Number
	If a manufacturer has been entered, this is the manufacturer’s specific item number for the requested item.
	

	Vendor
	This box identifies the vendor from which to order the commodity. 
	

	PO Mailing
	Identifies the specific vendor mailing address to which to submit the resulting purchase order. 
	

	Delivery Method
	This is the delivery method to use when delivering the purchase order created from the requisition. 
	

	Remit
	This is the remit address for the record.
	

	Vendor Item Number
	This is the vendor’s specific item number for the requested item, if applicable.
	

	1099 Box
	This list specifies the 1099 Box code. 
If the 1099 Default box for the Object Code segment the Chart of Account Segments program has been completed, the program completes the value. 
If the 1099 Default box in the Chart of Account Segments program is blank, the default value for this box displays from the Vendors program.
	

	Bid
	This box identifies the bid number, if applicable. To update bid details, including the commodity, click the folder button to open the Create Bid Master program. 
If the Enforce Bid Defaults check box in Bid Management Roles program is selected, any information previously entered on the bid (such as unit price or discount) cannot be changed.
	Bids in Munis will be part of Phase 2

	Dept/Loc
	This box indicates the department/location code of the requesting department.
The default value is entered according to the department code associated with your user ID, but you can change this if you are authorized to order items for more than one department.
If the department code is changed while adding or updating a requisition, the program displays a replacement confirmation message. Click Yes to replace the current data with the new department's defaults.
	

	Required By
	This box specifies the date by which the goods or services in this requisition are needed.
	

	Requested By
	This box contains the user ID of the person who requested the item.
The value of this box must be a Munis user.
	

	Receipt Notification To
	This box contains the Munis user ID of the individual to notify when the item is received.
	

	Fixed Asset
	This list indicates if the item is a fixed asset (Y), a master fixed asset (M), or not a fixed asset (N). 
If the Fixed Asset check box in the Chart of Account Segments program for the Object Code segment is selected and the entry amount is equal to or greater than the value of the Fixed Asset Amount in Chart of Account Segments, Yes is the default value for this box when you are adding or updating a record. Otherwise, the default value is No.
If the fixed asset amount value from Chart of Account Segments does not apply, Yes or No carries forward from the Commodities program, but you can change this. 
The value of this box is based on the object code entered if the Commodity box is blank.
	

	Risk Claim
	If the requisition is associated with a risk management claim, this box contains the risk claim number. 
Click the yellow folder button to view the risk claim record. 
	

	Notify Buyer
	This check box, if selected, directs the program to notify the buyer when the item is received. 
If an inventory item number is entered and the type is a Pick Ticket (I), there is no access to the Notify Buyer check box.
To use the notification functionality, there must be an accurate e-mail address in the E-mail Address box in User Attributes.
	



Once you have entered the required line detail information, press Tab to move to the GL Allocation section on the Line Detail screen. This section contains the general ledger expense accounts that are to be charged for the specific line items. 

	Field
	Description
	Jefferson County

	Seq
	This box displays is the sequence number assigned to the line item by the program. 
	

	Project Account
	This box contains the project account number, if applicable.
	

	Account
Org/Object/Project
	These boxes provide the org, object, and project codes or the account number of the general ledger account for the requisition. The program completes the account description when you enter an account number.
	

	Percent
	This box indicates the percentage of the total requisition amount that is allocated to this account. 
	

	Amount
	This box contains the total value of the items. 
This calculation assumes the cost of the line item is being allocated to a single expense account. Adjust this to distribute the cost over multiple allocation lines (for example, expense accounts), if desired, but the total of the allocation lines must equal the line item total.
	

	PA Bud
	This box indicates the project account status for the line item, if applicable. 
	

	GL Bud
	This box indicates the budget status for the line item. A budget allocation code of A indicates that the line it
m is approved, regardless of budget level. A value of U indicates that the account is under budget.
	

	
	
	

	User Defined Field
	Is this a Contract ?
	Y or N



Enter the general ledger expense accounts to which to charge the item. You can either type account number or click the field help button in each box to select the appropriate account. 
To allocate the line item amount to more than one general ledger account, enter the amount to expense to the first general ledger expense account, and then press Tab to move through the remaining fields for the current line, and then to the next account line, where you can enter another expense account and amount. Repeat these steps as many times as needed, until the total amount allocated to expense accounts equals the total cost for the line item. 
When all general ledger accounts are added, click Accept to save the detail. 
 If you have additional items to order, repeat the process for each item that you add to the requisition. 
Once you have completed adding all of your requested items, click Return on the ribbon to return to the main Requisition Entry screen. 
Attach any Required Documentation using TCM.  Refer to your Internal Policies for additional information.  
Click the Paperclip button from the Munis Ribbon and TCM will open
Click Enter and the TCM screen will open, Select New; Import; Select your Document saved from your desktop and click Save.  The last step is to Close Viewer from the Tool Bar.  Your Paperclip should show the number of pages attached.
[image: ]
Click the Release option to submit the requisition and initiate the approval process.
Once you have released the requisition for approval, you will be able to view the requisition, but will not be able to make any further changes to it unless it is rejected through the approval process. 
Results

Approval Status
 
3- Rejected:  The requisition has been rejected by an approver. Click the Approvers button to view the rejection comments. To update a rejected requisition, click the Activate button. 
 
4- Created:  The requisition header (general) details have been entered, but general ledger (GL) details have not been entered, or, the requisition has header and GL detail, but does not have the appropriate budget to move it to a Status 4.  In this case, a budget transfer must be made and posted, after which, you can click the Allocate option to move the requisition to a status 4–Allocated.

4-	Allocated:  The requisition has been entered and has been allocated (charged) to a general ledger account, therefore money is being taken from available budget. The requisition has not been released into Workflow.  A requisition must be in a status 4–Allocated to be released into Workflow; click Release to initiate the Workflow process.

6-	Released:  The requisition has been released into Workflow and is awaiting approval. Click the Approvers button to see the current approval status.  

8-	Approved:  The requisition has been fully approved in Workflow and is ready to be converted to a purchase order.

0-	Converted:  The requisition has been converted to a purchase order. The number is included on the Terms/Miscellaneous tab in Requisition Entry. 
Status Change
With Workflow in place, a released requisition has a status of 6–Released. To see the approval process at any point, click the Approvers button on the Workflow group of the Requisition Entry screen. 
[image: ]

Requisitions must be successfully approved by all approvers prior to being converted to into a purchase order. Once a requisition is approved, it is eligible to be converted into a purchase order. When your requisition has been converted to a purchase order, you receive a confirming e-mail.
GL Impact 
At the time a general ledger account is allocated to a line item in a requisition, the available budget for that account is reduced by the corresponding amount. 
What’s Next?
The requisitions will go through an approval process and must be successfully approved by all approvers prior to being converted to into a purchase order. Once converted, the Department can receive on Purchase Order for the Invoice dollar amount.






[bookmark: _Toc422218270][bookmark: _Toc416095972]AR Payment Entry- Both GB Receipts and Misc. Receipts can be in the same batch.


[bookmark: _Toc422218271]Apply a Payment to a General Bill – Referred to as a GB Receipt	
[bookmark: _Toc422218272]Objective
This document provides instructions on how to enter payments against a general bill in Munis®. 
[bookmark: _Toc422218273]Overview
The entry of payments is made within a single batch by each user. Since payments entered in batches generate receipts, a payment is also a receipt and these two terms are used interchangeably in this document. These payments/receipts can be a mixture of payments against bills or payments for other services that do not require a bill (for example, copy fees). 
[bookmark: _Toc422218274]Prerequisites
Before you can successfully complete this process, you must ensure that roles granting the necessary permissions have been assigned to your user account. If the roles have not been established, contact the system administrator to have them updated or added into the Munis system.

Confirm the following: 
· You have permissions to enter accounts receivable payments.
· AR code restrictions are set.
· At least one general bill exists.
[bookmark: _Toc422218275]
Procedure
Use the following steps to enter payment receipts: 
1. Open the Payment Entry program.
General Revenues > Payment Processing > Payment Entry
[image: ]
2. Click Add to open a new payment batch.
3. Complete the fields, using the following table as a guide.
	Field
	Description
	Jefferson County

	Payment Entry Options

	Entry Date
	This box specifies the date that the batch is entered. The default value is the current date.
	

	Clerk
	This box displays the user ID of the person who is entering the batch. The program enters this value; it is display-only.  
	

	Receipt Option
	This list determines the default print option for a receipt. You can change the method on each payment receipt, but the option selected from this list is the default value: 
· 0—No Receipts: Does not print receipts.
· 1—Indiv Only: Prints only one receipt per customer.
· 2—Summary Only: Prints a summary of many receipts.
· 3—Indiv & Summary: Prints individual receipts for each charge, as well as a summary total of all charges.
· 4—Indiv or Summary: Prints either an individual receipt for each charge or a summary total of all charges.
	

	Department
	This box identifies the department associated with the payments.
	Your department will default in.  TAB past.

	Batch Number
	This box specifies the number that identifies the batch. The program completes this value, and you cannot change it.  
	

	Deposit Number
	This box stores the deposit number for the payments. Typically, this is the deposit slip number from a preprinted deposit slip. If you are not using a preprinted deposit slip, you can enter the date (mmddyy) for the number so you can run the Deposit Report.
	MMDDYYand your Initials

Ex: December 25, 2015 for John Smith is:

122515JS

	Interest Effective Date
	This box identifies the last date that interest calculates. If a payment is overdue, interest calculates from the original due date to the effective date. The current date is the default date.
	Enter current date

	GL Effective Date
	This date box specifies the date the transaction is effective in the General Ledger Account Master program.
	Enter current date

	GL Year/Period
	These boxes indicate the accounting year and month, which may not coincide with the calendar year and month. The year and period established in the General Ledger Settings program is the default year and period, but if you have the appropriate permissions, you can change this. 
	Enter current date

	Receipt Number
	This box stores the next available receipt number. The program completes this value if your organization uses department-specific receipts.
	

	Number of Receipts
	This box displays the total number of receipts contained in the batch. The program completes this value as records are added.
	

	Amount Total
	This box displays the total dollar amount for the receipts contained in the batch. The program completes this value as records are added.
	

	Batch Status
	This list determines the status of a payment batch. The list options are In Review, Released, or Unreleased and are automatically presented when the batch is released. If your batch posting permission level is Released, you can update other user batches from status In Review to status Released by clicking Output-Rel in Payment Entry.
	

	Validation Options

	TAB pastAuto Validate
	This check box, if selected, indicates that transactions are automatically validated. Validation is not used for miscellaneous receipts. 
	Jefferson County is not using.

	TAB past Bank Code
	This list determines the bank code that prints on the back of checks. This list is only accessible if the Auto Validate check box is selected. 
	Jefferson County is not using.

	TAB past Bank Acct
	This box stores the bank account that prints on the back of checks. This list is only accessible if the Auto Validate check box is selected.
	Jefferson County is not using.


4. Click Accept to save the information entered.
The program displays the Bill Information screen, where you can add payments to the batch. [image: ]
5. Click Search to enter search criteria to locate the bill. When you click Search, the program displays the General Find screen. 
[image: ]
6. Click General
7. Complete one or more of the fields under the General Find group to specify the bill, or leave all fields blank to find all available bills. 
[image: ]

8. Click Accept.
The program displays a browse screen listing the bills that match your search criteria.

[image: ]

9. Select the bill to view, and then click Accept. 
The program returns to the Bill Information screen with the bill that you selected as the active record. 
  [image: ]


10. Click Apply Pmt in the Menu group of the ribbon.
The program displays the Completing Receipt screen. 
[image: ]
11.  Complete the fields, as required, to apply the payment. Refer to the following table for specific field details.

	Field
	Description
	Jefferson County

	Complete Receipt

	Amount
	This box indicates the payment amount for the bill. The total amount of the bill is the default value.
Note: If you update the payment amount in this box, the program automatically updates the amount in the Total Remitted box.
	

	Last Receipt for the Customer
	This check box, if selected, indicates that the current receipt is the last receipt for the customer and that the payment total for the day is closed and reset the next time the customer makes a payment.

If you are entering multiple payments or receipts for the same customer, clear this check box. When you clear this check box, the system keeps a running total for the customer. Additionally, you could select this check box and add separate receipts for the customer, or to add separate receipts for a customer using different payment types.
If this check box is cleared, it indicates that you can process more payments for the customer and the payment total continues to accumulate.
If you are entering multiple payments or receipts for the same customer, clear this check box until you reach the end of the customer’s payments.
Note: If you open the Payment Entry program from another Munis product such as Munis Utility Billing, this check box is selected by default and cannot be cleared.
	

	Payment Method
	This list establishes the method used to pay the receivable: 
· 1—Check
· 2—Cash
· 8—Wire Transfer 
· 9—Multiple
If you select 9—Multiple, the program displays the Payment Method Allocation screen, which allows you to disburse the payment to the different payment methods. 
Additional payment methods can be added through the Payment Methods program.
	Jefferson County will use 1, 2,8, and 9 payment methods are being used.

	Check/Reference #
	This box indicates the check number if you select a check payment method. 
	

	Add’l Payment Ref
	This box contains any additional reference information for the payment.
	

	Receipt Option
	This list determines the method for receipt printing:
· 0—No Receipts: Does not print a receipt. 
· 1—Indiv Only: Prints receipts for each transaction. 
· 2—Summary Only: Prints a summary of receipts processed in the batch. 
· 3—Indiv & Summary Only: Prints receipts for each transaction and a summary of receipts processed in the batch. 
· 4—Indiv or Summary: Prints an individual receipt if you have only processed one payment for one customer and prints a summary receipt if you have processed several payments for one customer. 
The default value is the printing option established on the Batch screen.
If you are printing receipts, you must have a default printer established. 
	

	Receipt Copies
	This box defines the number of copies to print. Enter a number from one through nine. This box is not available for entry if you select the 0—No Receipts from the Receipt Option list.
	

	Printer
	This box identifies the default cash receipts printer.
If you choose to print receipts, select the printer where the receipts should print; this list is not accessible if you selected No Receipt as the payment option. 
	

	Validate
	This check box, if selected, indicates that the receipt is endorsed, confirmed as stamped, or includes specific text.
When this check box is selected on the batch header, the program prompts you to validate the back of a bill and/or allows you to endorse a check once the transaction is complete.
	Jefferson County is not using.

	Effective Date
	This box specifies the date the payment is effective. The date established on the Batch screen is the default date.
	

	Paid by Customer #
	This box indicates the customer ID number for the customer paying the bill. The default value is the customer ID on the bill. You can type a different customer ID, or you can click the field help button to search for a customer.
When you type a customer ID, the program displays the name of the customer beside the box.
	

	Paid by Reference
	This box provides the name of the person making the payment.
The default name comes from the customer ID entered in the Paid by Customer # box.
	

	Reference
	This box indicates the general ledger reference number that displays in the Ref3 box in the Journal Inquiry/Print program.
You can enter up to 12 characters in the box.
	

	Total this Receipt
	This box displays the total amount for the current receipt.
The program completes this value; it is display only.
	

	Total for Customer
	This box contains the total charges for the customer.
The program completes this value; it is display only. If you are entering multiple receipts for the same customer, this box displays the total due from this customer for all receipts that have been entered. 
	

	Total Remitted
	This box indicates the amount being paid (remitted) by the customer. If the customer pays more than what is due, this value causes the program to update the Change Due box. 
	

	Change Due
	This box provides the amount of change due to the customer.
The program updates this value; it is display only. If total amount the customer is remitting (from the Total Remitted field) is more than the amount of the payment (from the Amount box), the amount of change due to the customer displays in this box.
	

	Email Receipt to Customer
	This check box, if selected, causes the customer's email address to display. Click the email address to display the Email Address screen where you can enter a new email address or click the Save as Default Email Address check box to retain the current email address. If the receipt is part of a multiple receipt transaction, a single email address is sent and contains all of the receipts in the transaction.
	


12. Use the Notes/SC button to review or add comments to the payment record
13. Click Accept to apply the payment information to the bill.
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14. Repeat the process to add additional payments against bills.
When all payments have been entered, the batch should be reviewed, released and a proof report created. To do so, close the Bill Information screen to return to the batch header screen. 
[image: ]

15. Click Output-Rel in the Menu group of the ribbon.
The program displays the Output Options screen.
[image: ]

16.  Specify the output options. 
	Field
	Description
	Jefferson County

	Include Payment Method Information for Each Receipt
	This check box, if selected, directs the program to include the method by which payments were made (cash, check, credit card, and so on) in the report.
	

	Include Payment Details for Each Receipt
	This check box, if selected, directs the program to include all of the details for each payment, such as customer references, charge detail, and so on.
	

	Include GL Allocation Details for Misc Cash Transactions
	This check box, if selected, directs the program to include the general ledger accounts charged within the report.
	

	Include Property Detail for Each Receipt
	This check box, if selected, directs the program to include the details of the property for Utilities, Personal Property and Real Estate billings.
	Jefferson County is not using.

	Line Spacing Between Receipts
	This option determines the line spacing between receipts in the output file. 
	


17. Click Accept to save the information entered.
The program displays the Output dialog box.
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18. Complete the output options, as applicable, and click OK.
19. Open PDF document, print and review.  Be sure to check for any errors.  If report is O.K. then go to step 20.  If there are errors, make adjustments to receipts.  See Appendix A.

[image: ]




20. Release this batch? YES
[image: ]
Do you wish to change the depost number, click CANCEL 
[image: ]
  
21. Take report, cash and checks to the Treasurer’s office.  The Treasurer’s office will handle the Proof Report, Balancing, and Payment Journal.

 
[bookmark: _Toc422218277]Status Change
The release status of the transaction in the proof and history tables is set to Y; the transaction is ready to be reviewed and posted.
[bookmark: _Toc422218278]GL Impact 
The general ledger is not affected by this action.
[bookmark: _Toc422218279]What’s Next?
The payment batch will be reviewed by approvers, as required, and then posted. 


[bookmark: _Toc416095973]	
[bookmark: _Toc422218280]Payment Entry - Miscellaneous Cash Receipt Entry	
[bookmark: _Toc422218281]Objective
This document provides instructions for entering miscellaneous cash receipts. 
[bookmark: _Toc422218282]Overview
Miscellaneous receipts are miscellaneous fee payments for items that have not been billed. An example of a miscellaneous fee is copy charges. Entering miscellaneous receipts is similar to entering any other payment except that you do not find a bill to which to add payment; instead, you add a miscellaneous receipt. A charge code must exist for each item for the current collection year. 
[bookmark: _Toc422218283]Prerequisites
Before you can successfully complete this process, you must ensure that roles granting the necessary permissions have been assigned to your user account. If the roles have not been established, contact the system administrator to have them updated or added into the Munis system.

Confirm the following:
· You have permissions to enter accounts receivable payments.
· AR code restrictions are set.
· At least one miscellaneous charge code exists.



[bookmark: _Toc422218284]Procedure
Use the following steps to enter miscellaneous cash receipts: 
1. Open the Payment Entry program.
General Revenues > Payment Processing > Payment Entry
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1. Click Add to open a new payment batch.
1. Complete the fields, as required, using the following table as a guide.
	Field
	Description
	Jefferson County

	Payment Entry Options

	Entry Date
	This box specifies the date that the batch is entered. The default value is the current date.
	

	Clerk
	This box displays the user ID of the person who is entering the batch. The program enters this value; it is display-only.  
	

	Receipt Option
	This list determines the default print option for a receipt. You can change the method on each payment receipt, but the option selected from this list is the default value:
· 0—No Receipts: Does not print receipts.
· 1—Indiv Only: Prints only one receipt per customer.
· 2—Summary Only: Prints a summary of many receipts.
· 3—Indiv & Summary: Prints individual receipts for each charge, as well as a summary total of all charges.
· 4—Indiv or Summary: Prints either an individual receipt for each charge or a summary total of all charges.
	

	Department
	This box identifies the department associated with the payments.
	Your department will default in.  TAB past.

	Batch Number
	This box specifies the number that identifies the batch. The program completes this value, and you cannot change it.  
	

	Deposit Number
	This box stores the deposit number for the payments. Typically, this is the deposit slip number from a preprinted deposit slip. If you are not using a preprinted deposit slip, you can enter the date (mmddyy) for the number so you can run the Deposit Report.
	MMDDYYand your Initials

Ex: December 25, 2015 for John Smith is:

122515JS

	TAB past Interest Effective Date
	This box indicates the last date that interest calculates. If a payment is overdue, interest calculates from the original due date to the effective date. The current date is the default date.
	Enter current date

	GL Effective Date
	This date box specifies the date the transaction is effective in the General Ledger Account Master program.
	Enter current date

	GL Year/Period
	These boxes indicate the accounting year and month, which may not coincide with the calendar year and month. The year and period established in the General Ledger Settings program is the default year and period, but they can be changed by authorized users.
	

	Receipt Number
	This box stores the next available receipt number. The program completes this value if your organization uses department-specific receipts.
	

	Number of Receipts
	This box displays the total number of receipts contained in the batch. The program completes this value as records are added.
	

	Batch Status
	This list determines the status of a payment batch. The list options are In Review, Released, or Unreleased and are automatically presented when the batch is released. If your batch posting permission level is Released, you can update other user batches from status In Review to status Released by clicking Output-Rel in Payment Entry.
	

	Validation Options
	
	

	TAB past Auto Validate
	This check box, if selected, indicates that transactions are automatically validated. Validation is not used for miscellaneous receipts. 
	Jefferson County is not using.

	TAB past Bank Code
	This list determines the bank code that prints on the back of checks. This list is only accessible if the Auto Validate check box is selected. 
	Jefferson County is not using.

	TAB past Bank Acct
	This box stores the bank account that prints on the back of checks. This list is only accessible if the Auto Validate check box is selected.
	Jefferson County is not using.

	
	
	


25. Click Accept to save the information entered.
The program displays the Bill Information screen, where you can add payments to the batch.
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26. Click Misc Receipt from the Menu group on the ribbon.
[image: ]
The program displays the Miscellaneous Receipts screen.
[image: ]
27. Click Add and complete the fields, using the following table as a guide.
	Field
	Description
	Jefferson County

	Payment Detail

	Receipt
	This box indicates the receipt number and defaults to the next available receipt number. The program completes this value; it is display only. 
	

	Project Accounting Receipt
	If project accounting is in use and this check box is selected, it directs the program to create a project accounting receipt.
Note: This check box is only available if the Apply Projects to Transactions by Default check box is selected in the Munis Project Accounting Roles program for your user ID. Project Settings and Project Journal Number Control must also have entries. If you do not have the appropriate permissions, this check box is cleared by default and you cannot select it.
	

	Loc/Dept
	This box indicates the department for the point-of-sale transaction or where payment for the miscellaneous item is accepted.
Type the department code in the box, or click the field help button to see a list of valid locations/departments.
	

	Customer
	This box indicates the customer ID of the person making the payment. The default value is zero. Use the default value if there is not a valid customer number to which to apply the payment.  When the customer ID is zero, the program displays “CUSTOMER” in the Paid By box. If you enter a different value, it must be a valid customer number; click the field help button to see a list of valid customer numbers. Typically, customer numbers are not stored for miscellaneous receipts.
	

	Paid By
	This box displays the name of the person making the payment. If you leave the zero in the Customer box, the default value for this box is CUSTOMER, but you can change this. If you enter a customer ID in the Customer box, the default Paid By name is the name associated with the customer ID. 
	

	Comment
	This box stores a brief, user-defined comment regarding the receipt. 
	

	Charge Detail

	Charge Code
	This box provides the code that represents the charge. Click the field help button to select a code from a list of valid charge codes. When you enter a code, the program displays the description and completes the field values in the GL Payment Allocation group. 
	

	Description
	This box indicates the description of the charge code for the miscellaneous payment.
The miscellaneous charge description displays on this screen and in the Journal Entry Line Detail description if other miscellaneous descriptions are blank.
	

	Quantity
	This box identifies the number of items included in the payment.
	

	Price
	This box provides the price of the item. The program completes the default value according to the charge code entered. 
	

	Charge Amount
	This box displays the total amount of the payment. If using Qty x Unit Price (as determined by the charge code), the program completes this value according to the value of the Quantity and Prices boxes. If the charge code is a flat-fee charge code, the program completes the flat fee value, if it has been established for the charge code entered. If this box contains a default value, you can modify it; if the value of this box is $0.00, you must enter a charge amount. 
	

	Cash Account
	These boxes define the cash account for the payment. The program completes the default value according to the charge code entered. Do not change the cash account.
	

	GL Payment Allocation 

	Seq
	This box indicates the sequence number for the general ledger allocation.
	

	T
	This box indicates the general ledger account type: R (revenue), E (expense), or B (balance).
	

	Project Account
	For Project Accounting receipts, this field identifies the project account number. 
	

	Org
Obj
Proj
	These boxes define the revenue account number. .All account types are permitted, but the revenue account number from the charge code is the default account value.
Note: Only users with appropriate permissions can add or update account information.
	

	Acct Desc
	This box provides the description of the revenue account, such as a cash account.
	

	Ref 1 and 2
	These boxes allow you to type references or notes to store with the journal entry in these boxes.
The references display in the Journal Inquiry/Print program.
	

	Amount
	This box specifies the portion of the total amount you want to allocate or distribute to the specified account.
	

	Description
	This box displays the long or short description of the revenue account.
You can add descriptions to payment allocations even if you do not have permission to change general ledger accounts on miscellaneous receipts.
	

	Total Allocated
	This box indicates the total payment amount allocated to the general ledger accounts.
	

	Totals

	Charge Amount
	This box displays the charge amount totals.
	

	TAB past Sales Tax Amount
	This box displays sale tax amounts, if applicable, for your organization.
	Jefferson County does not have sales tax

	Total Amount
	This box displays the total charges and taxes. 
	

	Number of Charges
	This box specifies the number of charges in the miscellaneous receipts batch. Click the folder button to display the Charges on Current Receipt screen with the current miscellaneous cash receipt charge information. You can delete individual receipts on the Charges on Current Receipt screen prior to applying a payment.
	

	Receipt Charge Total
	This box specifies the total for all miscellaneous receipts in the batch.
	

	TAB past Receipt Sales Tax
	This box specifies the total sales tax for all miscellaneous receipts in the batch.
	Jefferson County does not have sales tax

	Receipt Total
	This box specifies the total amount of all miscellaneous receipts in the batch.
	

	Batch Information

	
	When you apply payments to a batch, the program displays and updates vital batch information in this area during payment processing.
Included in this information are the batch number, the batch department, the batch total, the deposit number, the current amount of payment made for multiple-receipt transactions, and the number of receipts processed.
If you click the batch total, the program displays a browse screen of the payments made to the batch. Use this screen to view or create a report of all payment information, or export the details to a Microsoft Excel file. 
Double-click a payment transaction to display the Payment History screen, where you can view payment history details, view reference fields for miscellaneous receipts, reprint the current receipt, view charge and general ledger allocations, view information for multiple-receipt transaction, and if you have the appropriate user permissions, reverse the current receipt if it is not yet released.
	


28. [image: ]Click Accept to save the information entered. 
The program displays the Completing Receipts screen.

29. Complete the fields to define the miscellaneous receipt details. Refer to the following table as a guide.
	Field
	Description
	Jefferson County

	Complete Receipt

	Last Receipt for the Customer
	This check box, if selected, indicates that the current receipt is the last receipt for the customer and that the payment total for the day is closed and reset the next time the customer makes a payment.

If you are entering multiple payments or receipts for the same customer, clear this check box. When you clear this check box, the system keeps a running total for the customer. Additionally, you could select this check box and add separate receipts for the customer. 
You may also choose to select this check box to add separate receipts for a customer using different payment types.
If this check box is cleared, it indicates that you can process more payments for the customer and the payment total continues to accumulate.
If you are entering multiple payments or receipts for the same customer, clear this check box until you reach the end of the customer’s payments.
Note: If you open the Payment Entry program from another Munis product such as Munis Utility Billing, this check box is selected by default and cannot be cleared.
	

	Payment Method
	This list establishes the method used to pay the receivable: 
· 1—Check
· 2— Cash
· 8—Wire Transfer 
· 9—Multiple
If you select 9—Multiple, the program displays the Payment Method Allocation screen, which allows you to disburse the payment to the different payment methods. 
Additional payment methods can be added through the Payment Methods program.
	

	Check/Reference #
	This box indicates the check number if you select a check payment method. 
	

	Add’l Payment Ref
	This box contains any additional reference information for the payment.
	

	Receipt Option
	This list indicates the method for receipt printing:
· 0—No Receipts: Does not print a receipt. 
· 1—Indiv Only: Prints receipts for each transaction. 
· 2—Summary Only: Prints a summary of receipts processed in the batch. 
· 3—Indiv & Summary Only: Prints receipts for each transaction and a summary of receipts processed in the batch. 
· 4—Indiv or Summary: Prints an individual receipt if you have only processed one payment for one customer and prints a summary receipt if you have processed several payments for one customer. 
The default value is the printing option established on the Batch screen.
If you are printing receipts, you must have a default printer established. 
	

	Receipt Copies
	This box defines the number of copies to print. Enter a number from one through nine. 
This box is not available for entry if you select the 0—No Receipts from the Receipt Option list.
	

	Indv. Receipt Format
	This list indicates the miscellaneous receipt form to use when the Receipt Option includes individual receipts.
Only master forms or copies of master forms are on the list. 
	

	Printer
	This list determines the default cash receipts printer.
If you choose to print receipts, select the printer where the receipts should print; this list is not accessible if you selected No Receipt as the payment option. 
	

	Print GL Accounts
	This check box, if selected, directs the program to include general ledger (GL) accounts on the individual receipt.
The check box is available and selected by default when you enter multiple charges on a single miscellaneous receipt. 
Leave the check box selected or clear the check box to not include GL account information on miscellaneous payment receipts
	

	TAB past Validate
	This check box, if selected, indicates that the receipt is endorsed, confirmed as stamped, or includes specific text.
When this check box is selected on the batch header, the program prompts you to validate the back of a bill and/or allows you to endorse a check once the transaction is complete.
	Jefferson County is not using.

	Effective Date
	This box specifies the date the payment is effective. The date established on the Batch screen is the default date.
	

	Total This Receipt
	This box indicates the total amount for the current receipt.
The program completes this value; it is display only.
	

	Total for Customer
	This box indicates the total charges for the customer.
The program completes this value; it is display only. If you are entering multiple receipts for the same customer, this box displays the total due from this customer for all receipts that have been entered.
	

	Reference 
	This box indicates the general ledger reference number that displays in the Ref3 box in the Journal Inquiry/Print program.
Enter up to 12 characters in the box.
	

	Paid by Customer #
	This box indicates the customer ID number for the customer paying the bill. The default value is the customer ID on the bill. You can type a different customer ID, or you can click the field help button to search for a customer.
When you type a customer ID, the program displays the name of the customer beside the box.
	

	Paid by Reference
	This box indicates the name of the person making the payment.
The default name comes from the customer ID entered in the Paid by Customer # box.
	

	Total Remitted
	This box indicates the amount being paid (remitted) by the customer. If the customer pays more than what is due, this value causes the program to update the Change Due box. 
	

	Change Due
	This box indicates the amount of change due to the customer.
The program updates this value; it is display only. If total amount the customer is remitting (from the Total Remitted field) is more than the amount of the payment (from the Amount box), the amount of change due to the customer displays in this box.
	

	Email Receipt to Customer
	This check box, if selected, causes the customer's email address to display. Click the email address to display the Email Address screen where you can enter a new email address or click the Save as Default Email Address check box to retain the current email address. If the receipt is part of a multiple receipt transaction, a single email address is sent and contains all of the receipts in the transaction.
	

	Enter NSF Check Data
	This check box, if selected, directs the program to add insufficient funds data information for a check.
If you select this check box, the program opens the NSF Checks program when you click Accept; complete the NSF Checks program with the applicable NSF information.
	This will be used by the Treasury department only.


30. Click Accept to apply the payment information to the bill.
31. Repeat the process to add additional payments against bills.
When all payments have been entered, the batch should be reviewed, released, and a proof report created. To do so, close the Miscellaneous Receipts and Bill Information screens to return to the batch header screen. 
32. Click Output-Rel.
The program displays the Output Options screen.
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33.  Specify the output options. 
	Field
	Description
	Jefferson County

	Include Payment Method Information for Each Receipt
	This check box, if selected, directs the program to include the method by which payments were made (cash, check, credit card, and so on) in the report.
	

	Include Payment Details for Each Receipt
	This check box, if selected, directs the program to include all of the details for each payment, such as customer references, charge detail, and so on.
	

	Include GL Allocation Details for Misc Cash Transactions
	This check box, if selected, directs the program to include the general ledger accounts charged within the report.
	

	Include Property Detail for Each Receipt
	This check box, if selected, directs the program to include the details of the property for Utilities, Personal Property and Real Estate billings.
	

	Line Spacing Between Receipts
	This option determines the line spacing between receipts in the output file. 
	



34. [bookmark: _Toc420520814]Click Accept to save the information entered.
The program displays the Output dialog box.
 
[image: ]
35. Complete the output options, as applicable, and click OK.
36. Open PDF document, print and review.  Be sure to check for any errors.  If report is O.K. then go to step 16.  If there are errors, make adjustments to receipts.  See Appendix B.

[image: ]


37. Release this batch? YES
[image: ]
Do you wish to change the depost number, click CANCEL 
[image: ]
  
38. Take report, cash and checks to the Treasurer’s office.  The Treasurer’s office will handle the Proof Report, Balancing, and Payment Journal.

 
Status Change
The release status of the transaction in the proof and history tables is set to Y; the transaction is ready to be reviewed and posted.
GL Impact 
The general ledger is not affected by this action.
What’s Next?
The payment batch will be reviewed by approvers, as required, and then posted. 





[bookmark: _Toc422218289]General Ledger Journal Entry/Proof	
[bookmark: _Toc422218290]Objective
This document provides instructions on how to enter a manual general journal entry, update the entry, proof the entry, and release the entry for approval and posting. 
[bookmark: _Toc422218291]Overview	
Department staff is responsible for entering journal entries, which will be released to the approval process. General ledger posting is centralized to the accountants within your organization’s finance office. 
[bookmark: _Toc422218292]Prerequisites
Before you can successfully use this feature, you must ensure that the necessary permissions and settings are in place. If permissions or settings are not set up properly, or if the required programs are not available on the Munis menu, contact the system administrator, the IT department. 

Confirm the following:
· You have the appropriate general ledger permissions for processing journal entries.
· The chart of accounts (COA) has been created. 
· The Journal Number Control program has been completed to establish journal numbers. 

[bookmark: _Toc422218293]Procedure 
Use the following steps to create a manual general journal entry:
1. Open the General Journal Entry/Proof program.
Financials >General Ledger > Journal Entry/History> General Journal Entry/Proof
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2. Click Add.
3. Complete the fields according to the following table to enter the manual journal. Press Tab to move through the fields. 
	Field
	Description
	Jefferson County, Alabama

	Effective Date
	This box specifies the date that the transaction affects programs in Munis. 
The default value is the current date, but you can change this if necessary. In certain circumstances, you can enter an effective date that is a future date, if you have permissions in the GL to do so. 
Type a date or click the calendar button to select a date.
	

	Fiscal Year
	This box identifies the fiscal year associated with the journal entry. This field is assigned using the year entered in the Default Year/Period boxes in the General Ledger Settings program. This is a required field. Type the fiscal year in the YYYY format.
	

	Period
	This box identifies the period within the fiscal year associated with the journal entry. The default value for this period is the value of the Default Year/Period box in the General Ledger Settings program. When you are adding data, you can enter a different period if you have appropriate permissions. Period is part of the journal key for all general ledger transactions.
If the default period does not match the effective date, those with the necessary permissions see a warning message and the period is updated automatically to the current period. Those who do not have permission to change the default period are warned that the effective date and period do not match, but the period does not change and entry must be made to the original default period.
	

	Journal
	This is an automatic sequential number based on the numbering system set up in Journal Number Control. The program completes the number and you cannot change it. 
	

	Source Journal
	This box identifies the source of the journal you are entering. A general journal entry source is typically GEN for general or GCR for cash receipt.
If the value is GCR and the fund is a revolving fund, the program updates the following fields in Account Master: Revised Budget (CY), Budget Transfer In (CY), Budget Transfer Out (CY), and Last Updated. If the fund is also a multiyear fund, the program updates the value of the Inception Revised Budget field.
	

	Entity Code 
	This list indicates how Munis is shared between two locations (such as a town and a school):

1 - First entity only
2 - Second entity only
3 - Always shared

Entity codes are established in the System Settings program, which is available from the System Administration menu. 
If using entity codes, you must select an entity code. 
	Note: Jefferson County has only 1 (one) entity code.

	Auto Reverse Journal
	This box designates the journal as an Auto Reverse Journal (an accrual journal entry), indicating that this journal is to be included when you select the Auto Reverse option in the Journal Reversal program. The default value is N - No.
Type Y (Yes) to identify this journal as an auto reverse journal.
	

	Short Description
	This box contains the user-defined journal reference. Munis programs use this description on screens and reports where journal information is summarized. It occupies the Ref 4 position. This is a required field.
	

	Journal Reference
	This box contains the user-defined journal reference code that stays with each transaction throughout its life. It may be a control number, a date, or a note.
The journal reference from General Journal Entry/Proof occupies the Ref 1 position on inquiry screens and reports. Entries in the Reference 2 and Reference 3 boxes display in Ref 2 and Ref 3 on screens and in reports. The short description occupies the Ref 4 position on inquiry screens and reports.
Information in reference fields varies depending on the program in which the journal is created. For example, if the journal was created during Invoice Entry, it may contain the vendor number.
	

	Journal Type
	This indicates the type of journal. The default value for this box is blank, but you can add a type code. There are three typical journal type codes: Normal (N), Interfund (I), or Adjustments (A). If you consistently assign type codes, they may be used as search criteria in queries and reports.
If the default value for this box is “~” and the value of the Source Code box is GCR, this is an imported journal and you cannot change the type code.
	

	Budget Year Code
	This box identifies the budget year code, which can be either 1 for Current Year or 2 for Carry Forward. This box can only be changed from the default of 1 if the value of the Budget Carry Forward Method option in the General Ledger Settings program is 3-GAAP/Budgetary Combined. Setting this option to 2 – Carry Forward adds the gross amount of each transaction to the Carry Forward from Last Year Actual field in Account Master. (It codes the entry as related to last year's budget so it can be excluded from a current year budget report if desired.)
	

	Due to/Due From Fund
	This box identifies the target fund to use when you are generating due-to/due from accounts. The default value for these boxes is the due to/due from fund selected in the User Attributes program, but you can change this.
Note: Due-to/due-from accounts must be created in the Due-to/Due-From Setup program.
	

	Reference 2, 3
	These boxes offer the option for entering more detailed information. The values entered display on screens and reports. Each box contains up to ten characters.
	

	Approval Status
	This box indicates the current approval status of the entry. If your organization uses Munis Workflow, the program updates this value as the approval process progress. A journal that is initially entered has a status of Held until approved by a designated approver.
	

	WO #
	This box specifies the work order to which the journal applies. If you enter a work order number, the program creates actual supply detail lines for that work order.
This box is applicable if your organization uses Munis Work Orders, Fleet and Facilities. 
	NA, Jefferson County does not have the WO program.

	Task #
	This box contains the task number or code to which the journal applies. You must enter a task in this box.
This box is applicable if your organization uses Munis Work Orders, Fleet and Facilities, and you have entered a work order number.
	NA, Jefferson County does not have the WO program.

	Vendor
	This box identifies the vendor assigned for the work order and task specified. Type a vendor number or click the field help button to select a vendor from a list of available vendors. 
This box is applicable if your organization uses Munis Work Orders, Fleet and Facilities, and you have entered a work order number.
	NA, Jefferson County does not have the WO program.

	Project Accounts Apply
	This check box, if selected, indicates that project account strings have been applied as part of the journal entry. 
	

	Transaction Type
	This list indicates how the journal transaction was made: by adjustment or by wire transfer. Select the blank option to omit this value. 
This information appears in the thirtieth position of the comment field when the journal is posted. 
	



Once you complete the header information, the Journal Lines group is accessible. 
[image: ]
4. Complete the fields, using the following table as a guide, to enter the line detail information.
	Field
	Description
	Jefferson County, Alabama

	Line
	This denotes the line number of the journal entry. The program assigns this number; there is no access to this field. 
	

	PA Type
	If the journal entry applies to a project from the Project Accounting module, this box indicates whether the line is for an expense or funding source.
	

	Project Account
	This box provides the project string to which the entry applies. Click the field help button to select a string from a list of available options.
	

	Org/Object/Project 
	These boxes provide the org, object, and project codes that make up the account. 
	

	Account Description
	This is the account description from the Chart of Accounts for the selected general ledger account. 
	

	Line Description
	This is the user-defined description for the individual line posting. The description can contain up to 30 characters. 
	

	Ref1
	This is the user-defined short description of the posting for the individual line. The description can contain up to 10 characters.
	

	D/C
	This box indicates if the line is a debit (D) or credit (C). 
	

	Amount
	This is the amount of the transaction. This should be a positive number. Zeros and negative numbers are not accepted.  For this value, the program checks the available budget for expense accounts. The program displays a warning if it detects an over-budget entry; it allows you to continue if you have permissions to make over-budget entries. If you are not authorized to enter over budget amounts, the program does not all you to continue without entry of a supervisor password. 
	



5. To add additional detail lines, press Tab from the last box in a row and the program makes a new detail line accessible. You may enter as many lines as needed in this journal.
The Line Description from the previous line is the default value for a new line. Make necessary changes to default values; as you add details, the program tracks debits and credits in the Journal Totals group at the bottom of the screen. 
6. Click Accept when you have completed entering your journal lines.
7. If the entry is between funds, you will receive an error that the journal entry is out of balance by fund. 
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8. Select OK, and then Gen DT/DF in the ribbon, which will add the lines needed to bring the entry into balance.

[image: ]



[bookmark: _Toc422218294]Updating a Journal Entry Prior to General Ledger Posting 


To update a journal entry:
1. Open the General Journal/Entry Proof program.
Financials > General Ledger >Journal Entry/History > General Journal Entry/Proof
[image: ]
2. Use the Browse button in the ribbon to find the journal to update. A choice will need to be made on whether to browse; choos an entry and accept.
[image: ]
3. If the period chosen on the batch header needs to be changed, click Period. 
The program displays the Journal Year and Period Change screen.
[image: ]
4. Complete the New Year/Period boxes, and then click Accept to save the change and return to the main screen. Note: You can only access this option if your permissions allow you to post outside of the default year and period.
5. Click Update to make the necessary changes to the fields in the Journal Information group. 
6. When you have completed making the changes to the journal fields, click Accept to save the changes.
7. To change the journal lines, click Modify Lines. 
This allows you to make changes to the account numbers, descriptions, and dollar amounts in the journal lines. 
8. When you have completed making your changes to the journal lines, click Accept to save the changes. 
9. To verify if the funds are in balance, click Summary and the fund balances appear as shown in the following example. If the funds are not in balance, there are discrepancies in the fund between the debits and the credits columns.
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Proofing a Journal Entry for General Ledger Posting
This procedure assumes that a journal entry has been created, released for approval, and approved by all approvers. 

To proof a journal entry:
1. Open the General Journal Entry/Proof program.
Financials > General Ledger >Journal Entry/History > General Journal Entry/Proof
[image: ]
2. Click Browse .
The program displays the Options screen. 
[image: ]
· Browse Own Journals—Displays only those journals created for your user ID.
· Browse All Journals—Displays all available journals.
· Browse by Clerk—Displays only those journals for the user ID entered in the Clerk ID box.
3. No matter which option you choose the program displays a list of journals with the chosen criteria once you select browse and click Accept.
 
[image: ]
4. Highlight the journal to proof and then click Accept. 
The program refreshes to display the selected journal.
5. Click Output-Post on the ribbon.
The program displays the following Options screen. 
[image: ]
· The Current Journal Only—Posts only the journal currently selected.
· All of Your Own Journals—Posts all available journals for your user ID.
· All Journals—Posts all available journals.
· All Journals for Clerk—Posts only those journals for the user ID entered in the Clerk ID box. 
Select the appropriate option and then click Accept. 
The program displays the Output screen, where you can define the journal proof report settings.
[image: ]
6. Select the Save output option, note the file name, and click OK. 
If the program finds no errors, it displays the Post Journal Confirmation box.
7. Click No.
8. Open the Saved Reports program. 
[image: ]
9. Highlight the report to view and click Accept. 
The program displays the report. 
10. Once the Journal has been verified, return to the General Journal Entry/ Proof program and click Output-Post again.
11. Click Yes on the Post Journal Confirmation screen to post the journal.  

General Journal Entry Proof Samples
[image: ]
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[bookmark: _Toc422218295]Verifying Posted Journals

To verify posted journals:
1. Open the General Journal Entry/Proof program. 
Financials > General Ledger >Journal Entry/History > General Journal Entry/Proof
[image: ]
2. Click Posted Find on the ribbon.
The program displays the Find Posted Journals screen.
[image: ]
3. Complete one or more of the fields as search criteria, and then click Accept to execute the search. 
The program displays a list of journals that meet the search criteria. 
[image: ]
4. Highlight the journal to view and click Accept. 
The ribbon refreshes the options in the Menu group. 
5. Click Inquiry.
The Journal Inquiry/Print screen displays the journal detail.
[image: ]
6. Click Return on the ribbon to return to the Find Posted Journal program.
7. Click Create Jnl to copy the active journal.
The program displays the Define Required Journal Fields screen.
[image: ]
8. Complete the Budget Year, Period, and Effective Date boxes. 
9. Click Accept to create the journal. 
The journal entry must go through the normal approval process before it is posted to the general ledger.
10. Click Release to submit the journal entry for approval. 

[bookmark: _Toc422218296]Results
The journal entry posting has updated the general ledger accounts.
[bookmark: _Toc422218297]GL Impact
When the journal entry is posted, the general ledger accounts are affected by the amounts entered in the journal entry line detail. This impact is reflected in the Actuals box in the Account Inquiry and Account Master programs. 
[bookmark: _Toc422218298]Other Munis Modules Impact
There is no impact on other Munis modules other than updating the general ledger.























[bookmark: _Toc420520815][bookmark: _Toc422218299]Recurring Journal Entries     	

[bookmark: _Toc422218300]Objective
This document provides instructions for completing the Recurring Journal Entry program in Munis General Ledger. 
[bookmark: _Toc422218301]Overview
The Recurring Journal Entry program allows for the creation, generation, and maintenance of recurring journal entries. A recurring journal entry is an entry that occurs consistently as to date and amount.
You can use this program to create recurring journal entries to manage indirect costs or charge-backs. At month-end, you can distribute an accumulated cost from one account (usually an expense account) to another set of accounts
This program must be accessed on a regular basis to maintain journal debits and credits, and to generate the recurring journals. 

[bookmark: _Toc422218302]Prerequisites
Before you can successfully use this feature, you must ensure that the necessary permissions and settings are in place. If permissions or settings are not set up properly, or if the required programs are not available on the Munis menu, contact the system administrator. 

Confirm the following:

· You have access to the Recurring Journal Entry program.
· All accounts referenced in the recurring journal entry exist in the chart of accounts (COA).
· The Journal Number Control program has been completed to establish journal numbers. 

[bookmark: _Toc422218303]Procedure
To create a recurring journal entry:
1. Open the Munis Recurring Journal Entry/Generate program.
Financials > General Ledger > Journal Entry/History >Recurring Journal Entry/Generate
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2. Click Add.
3. Complete the fields according to the following table to add a new recurring journal entry.
	Field
	Description
	Jefferson County, Alabama

	Scheduled Run

	Execute This Report
	The value of this list determines when the recurring journal entry is generated.
Selecting Now from the list creates the journal immediately.
Selecting In Background (Now) or At a Scheduled Time causes the program to open the Munis Scheduler program in order to schedule a time for generation of the journal.
	

	Journal Header

	Journal Code
	This box stores a unique, user-defined ID code for the journal. The code should contain six digits. 
Hint: To aid in identifying and generating journals, it is helpful if the first three digits represent the department creating the journal. 
	

	Source Journal
	This list identifies a source code associated with the journal entry. Recurring journals are manual journal entries, and can be either GEN for a general journal or GCR for a cash receipt.
	

	Journal Reference
	This box displays a user-defined journal reference code that stays with each transaction throughout its life. This may be a control number, a date, or a note.
	

	Short Description
	This box contains a short, user-defined description for this recurring journal entry. This brief description contains up to ten characters. 
	

	Journal Type
	This box stores a user-defined, single-character code that describes the type of journal being created. Use journal type codes that are meaningful to your organization. For example, A for adjustment journal, I for interfund journal, or N for normal. 
	

	Entity Code
	This list signifies the entity (for example, city/town or school) with which the journal is associated. Entity codes are assigned in the System Settings program; typically, this value is 1 for the city/town.
	

	Auto Reverse Journal
	This check box indicates if the journal is available for automatic reversal. If selected, this check box indicates that the journal is an auto-reverse journal.
	

	Due To/Due From Fund
	This box specifies the target due to/due from fund that keeps the journal entries balanced.
DT/DF funds must exist in the Chart of Account Segments program.
	

	Reset after GEN
	This check box determines whether to reset all amounts to zero after journal generation. The default value is No (cleared). When this check box is selected, the journal resets all amounts entered to zero after generation. If this box is cleared, the journal holds the last amounts that were created.
	

	Effective Dates
	These boxes contain the first and last dates in the range of dates for which the recurring journal should be generated. These dates can span the fiscal year or multiple years.
	

	Clerk
	This box identifies the name of the person who is creating the journal entry. The program completes the value of this field; it is only accessible as search criteria when you click Search.
	

	Allocated
	This check box, if selected, directs that amounts are to be allocated by a percentage. If the amounts are allocated, then the Reset After GEN check box is automatically selected and uses the account (segments) values identified in the account fields.  
	

	Org
	This is the Org to which the percentage should be allocated. 
This box is accessible when the Allocated check box is selected. 
	

	Object 
	This box identifies the object code to use with the allocation.
This box is accessible when the Allocated check box is selected.
	

	Project
	This box identifies the project code to use with the allocation.
This box is accessible when the Allocated check box is selected.
	

	Project Accounts Apply
	This check box, if selected, directs the program to include project account strings in the recurring journal entry. Clear the check box to exclude project accounts.
	

	Frequency

	Months 
	These check boxes identify the calendar months a recurring journal is to be created. For a monthly journal, select the check box for each month. 
	

	Weeks 
	These check boxes identify the weeks in which a recurring journal is to be created.
	



When the above fields are completed, click accepts, the program displays the Journal Entry Detail screen. 
[image: ]

	Field 
	Description
	Jefferson County, Alabama

	Journal Lines

	Line
	This box contains the line number of the journal entry. The program assigns this number as you add entries. 
	

	PA Type
	This is the project account type: expense or funding.
	

	Project Account
	This box identifies the project account string to which the recurring journal applies.
	

	Org/Object/Project 
	These boxes identify the segments that make up the account affected by the journal entry.
	

	Description
	This box stores a description of the journal entry. The description entered becomes part of the detail transaction and stays with it throughout the life of the entry. Hint: Make sure that the description clearly identifies the item; this is helpful in the event of an audit. 
	

	Percent
	This box identifies the percentage of the total amount to allocate to this account.
	

	Journal Ref
	This box stores the user-defined journal reference code that stays with each transaction throughout its life. This code may be a control number, a date, or a note.
The default value for this field is entered from the main Recurring Journal Entry/Gen screen. 
	

	Perm/Temp
	This list identifies whether this is a permanent or temporary journal entry.
	

	Debit/Credit
	This list indicates whether this is a debit or credit journal. Select Debit or Credit from the list; to enter no amount but to add a line of text, select Text. You can enter text in the Description field.
	

	Amount
	This box identifies the amount of the transaction.
Type a value up to 99,999,999,999.99. Do not enter the decimal point and zeros if the transaction is a whole dollar amount. You cannot enter a negative value in this field.
Note: When the amount is entered for an expense account, the available budget is instantly reduced. Any subsequent change or deletion makes corresponding adjustments to available budget.
	


4. When all lines have been completed, click Accept to save the entries. 
5. To update a line, click the line to highlight it and then click Update.
6. Make any necessary changes to the line and then click Accept to save changes. 
7. Verify that your journal totals (debits/credits) are in balance. 
8. Click Return on the ribbon to return to the Recurring Journal Entry screen. 
The recurring journal template is complete.



Generating a Recurring Journal 

To generate a recurring journal:
1. Open the Recurring Journal Entry/Generate program.
Financials > General Ledger >Journal Entry History > Recurring Journal Entry/Generate
[image: ]
2. Click Search.
3. Enter the search criteria to define the set of journals to generate, and then click Accept. 
4. Click Monthly on the ribbon. 
The program displays the Recurring Journal Quick Entry screen.
[image: ]
5. Click Update to make changes to the lines. 
6. To delete a line from the recurring journal entry, highlight the account to remove, and click Delete. 
The program displays a confirmation message; click Yes to permanently remove that line from the recurring journal entry.
7. To add a line to the recurring journal entry, click Add.  
8. Select the account to add to the recurring journal entry and indicate if this account will be a permanent or temporary addition to the journal. Click Accept to save the line and return to the Recurring Journal Quick Entry Screen. 
9. Click Accept to save your changes to the recurring journal entry and return to the main screen. 
10. Once you have returned to the main screen, click Generate on the ribbon to generate the recurring journal entry for your active set of journal entries.
The program displays the Generate Journals screen.
[image: ]
11. Enter the appropriate year, period, and effective date, and then click Accept to continue. 
The program saves your entries and makes the Define, Gen Journals, and Gen Journal options available on the ribbon.
12. Select Generate Journals (all journals in the active set) or Generate Journal (only the current journal).
The program displays a confirmation message.  
13. Select Yes to create the journal proofs. 

[bookmark: _Toc422218304]Results
Once the journal is generated, the journal proof resides in the General Journal Entry/Proof program. 
[bookmark: _Toc422218305]GL Impact 
The general ledger is not directly affected by the generation of the journal entry. When the journal entry is posted, the general ledger accounts are affected by the amounts entered in the journal entry line detail. This impact is reflected in the Actuals box in the Account Inquiry and Account Master programs. 
[bookmark: _Toc422218306]What’s Next?
Proof, and then output post, journals from the General Journal Entry/Proof program. 


[bookmark: _Toc420520816][bookmark: _Toc422218307]Journal Approvals	                                                           
[bookmark: _Toc422218308]Objective
This document provides instructions for approving released journal entries.
[bookmark: _Toc422218309]Overview
Once a general journal is released, the established workflow business rules route the journal for approval. This is often used where the audit department or outside auditor has established a procedure wherein the person who enters a financial transaction cannot be the same person who approves the transaction. Jefferson County has established that workflow will be used for all journals.

Journal entries may be routed to one or multiple people. Once the journal has been fully approved by the required users, it may be posted. If a journal is rejected, then the originator of that journal will be notified. At this point, the originator may delete the journal or make corrections to the journal. If the originator makes corrections to the rejected journal, then the journal must be released to go through the approval process again. This document will look at the approval process using the Tyler Dashboard Work Detail Web part. 
[bookmark: _Toc422218310]Prerequisites
Before you can successfully use this feature, you must ensure that the necessary permissions and settings are in place. If permissions or settings are not set up properly, or if the required programs are not available on the Munis menu, contact the system administrator. 

Confirm the following:

· Approvers are established in the Workflow User Attributes program. 
· Workflow business rules have been established.
· Journals have been completed and released.

Approvers are notified by email or Workflow Assistant of general ledger journals pending approval. This option is determined by the value of the Workflow Delivery list in the User Attributes program. 
[bookmark: _Toc422218311]
Procedure
Complete the following steps to approve general journal entry:
1. Open the Tyler Dashboard.
2. Review the Work Flow Manager Web part for the journal approvals that require action. A summary of each record displays.
[image: ]

Note: Click the Refresh option to update this window for any new pending records. 
3. Click the number in the Pending column to expand the Web part and display the records awaiting approval. 
[image: ]
4. Click the folder button for a record to view additional information regarding the approval of the record.
[image: ]
5. Click the View button for any record to open the General Journal Entry/Proof program with all of the records awaiting approval as the active set.
[image: ]
6. Review all data included for each journal.
7. Select the appropriate workflow action button for the record. 
	Button
	Description 

	Accept
	Identifies the record as approved, and sends notification to the next approver in sequence.

	Reject
	Rejects the item. You must enter a rejection reason. The program notifies the originator of the rejection and reason. The originator determines the next course of action (alteration and resubmission or deletion). 

	Forward
	Allows you to choose another Munis user to review this pending record

	Hold
	Retains an item in your approval queue for additional review. It will remain here until further action is taken.


8. Close the General Journal Entry/Proof program and return to the Work Flow Manager Web part.
[bookmark: _Toc422218312]Results
Journals are approved for posting.
[bookmark: _Toc422218313]GL Impact 
There is no impact on the general ledger accounts at this time.
[bookmark: _Toc422218314]What’s Next?
Journal entries that have been approved are now ready to be posted to the general ledger. 
Rejected journal entries may be corrected by the originators and resubmitted through the approval process.








[bookmark: _Toc420520817][bookmark: _Toc422218315]Account Inquiry	

[bookmark: _Toc422218316]Objective
This document provides instructions on how to use the Account Inquiry program.
[bookmark: _Toc422218317]Overview
[bookmark: kanchor41]The Account Inquiry program provides both summarized and detail history for a selected set of accounts, with a focus on current available budget. You cannot modify data in this program; you can view data and create reports of the collected data. 
There are options in the Account Inquiry program for consolidating the data into a report-like format, but if you want to report on many accounts in a report format, it may be best to use the YTD Budget Report.
The information in the fields displayed throughout the program depends upon your user permissions, which are established in the System Administration General Ledger Roles program. 
[bookmark: _Toc422218318]Prerequisites
Before you can successfully use this feature, you must ensure that the necessary permissions and settings are in place. If permissions or settings are not set up properly, or if the required programs are not available on the Munis menu, contact the system administrator. 

Confirm the following:

· You have permissions to view accounts. 
· The chart of accounts (COA) is established. 
. 





















[bookmark: kanchor42]
[bookmark: _Toc422218319]Procedure
To view accounts:
1. Open the Account Inquiry program.
(This program can be found in several locations on your menu; how you access the program is determined by your menu options.)
Financials > General Ledger > Inquiries and Reports > Account Inquiry 
-or- 
Departmental Functions > Account Inquiry 
[image: ]
2. Click Search on the ribbon or select Segment Find from the Advanced Search list.  
When you click Search, complete one or more of the fields to define your search criteria, and then click Accept. 

3. Complete the fields on this screen, and then click Accept.
 
For either search method, the program creates an active set of all accounts matching your search criteria. Note: You will only be able to view the accounts that are in your individual permissions set.
 
4. Click Browse to view a list of the accounts in the active set of records.
5. Double-click an account to view the details. 
[bookmark: _Toc422218320]Account Inquiry 
On the Account Inquiry screen, the Account group provides the basic details for the account (that is, account segments, type, status, and so on). [image: ]
	
	Field
	Description
	Jefferson County, Alabama

	Fund
	This box identifies the fund (or account segment 1) to query. Click the field help button to select the fund from a list of available funds.
	

	Org
	This box specifies the org code for the account to query. Click the field help button to select the org code from a list of available codes.
	

	Object 
	This box specifies the object code for the account to query. Click the field help button to select the object code from a list of available codes. 
	

	Project 
	This box specifies the project code for the account to query. Click the field help button to select the project code from a list of available codes. The project code applies if your organization uses Munis Project Accounts. 
	

	Acct
	This box displays the full general ledger account number. Each segment is typically separated with a dash. There is no access to this field. 
	

	Acct Name
	This box displays the name of the account. There is no access to this box. 
	

	Account Notes 
	The Account Notes button allows you to view notes associated with the selected account. If notes exist for the selected account, the folder icon on the button is highlighted. Click this button to view notes; you cannot add or update notes when accessing this option from Accounts Inquiry. 
	

	Account Type
	This list specifies the type of account: balance sheet, expense, revenue, or statistic. Select the blank option to select all account types. 
	

	Status 
	This list identifies the account status. An account's status determines whether it appears on reports and if transactions can be posted to it. The status is updated using the either Account Master or Account Mass Change/Reset program. Status indicators are:
 Active – This is the most common status for accounts. Active accounts can appear on all reports displaying account information and are generally available for posting (according to your defined permissions). 
Next Year – This status indicates that a particular account is only available for next year budget entries and reports. No transactions posted to this account are allowed in the current year. The status of the account automatically changes once the Year End Close is processed. 
Inactive -- This status prevents all posting to an account without proper permissions. If you have Amount Maintenance on Accounts permission granted in the Roles – General Ledger program, you have the ability to post transactions to an Inactive account. The Inactive account prints on all reports (provided you have adequate authorization). An account can be rendered inactive at any time in the fiscal year, regardless of the presence of current year transactions. The account can be reactivated at any time. 
Closed -- This status indicates that an account is completely closed to all input and only prints on those reports offering the option to print closed accounts. No transactions may be entered against it. An account will be designated as Closed if there has been no activity - other than budget activity if the fund is a multiyear fund - posted to it in the current year. 
	

	Rollup
	This box contains the budget rollup group code to which the account belongs. 
If the box contains a value, click the yellow folder button to view the group code in the Budget Rollups program.
	

	Multi Yr Fund
	This check box, if selected, indicates that the account is a multiyear fund. This check box is not accessible. 
	









4 Year Comparison Tab
This tab shows the current fiscal year, the previous two fiscal years, and the next fiscal year.
[image: ]

	Field
	Description
	Jefferson County, Alabama

	[bookmark: glactinq01_comp_orig_bud_cy]Original Budget 
	The adopted budget at the beginning of the Fiscal Year, as determined by the Budget Completion Journal.
	

	[bookmark: glactinq01_comp_xfr_bud_incy]Transfers In 
	Any budget transfers increasing budget if the account. View account detail by selecting the yellow folder.
	

	[bookmark: glactinq01_comp_xfr_bud_outcy]Transfers Out 
	Any budget transfers decreasing the budget from the account. View account detail by clicking the folder button. 
	

	[bookmark: glactinq01_comp_rev_bud_cy]Revised Budget 
	The sum of the Original Budget plus Transfers In less Transfers out.
	

	[bookmark: glactinq01_comp_memo_bal_cy]Actual (Memo)
	The general ledger balance that includes posted and unposted transactions. View account detail by clicking the folder button.
	

	[bookmark: glactinq01_comp_encumb_cy]Encumbrances 
	The sum total of all open purchase orders for the account. View account detail by clicking the folder button.
	

	Requisitions
	The total amount of requisitions in status 4-Allocated, 6-Released, and 8-Apporved. View account detail by clicking the folder button.
	

	[bookmark: glactinq01_cy_avl_bud]Available
	The budgeted amount remaining in the account.
	

	[bookmark: glactinq01_cy_pct_usd]Percent Used
	The percent of the budget that has been spent, transferred out, or encumbered.
When you are using this field as Find criteria, enter the smallest percent used you wish to find. For example, if you enter 10, the program finds 10 and everything up to 100 percent. 
	


[bookmark: glactinq01_hist_pct_ly3]
Current Year Tab
This tab displays the Current Year, Carry Forward, and GAAP, if carry forward monies exist. If there are no carry forward monies, the columns display as Current Year and Last Year. The Current Year column shows the current year, as determined by the General Ledger Settings. The Carry Forward column shows any purchase orders that have been carried forward from a previous year. The GAAP totals show the combined totals of the Current Year and Carry Forward. The fields change according to the type of account you are viewing. 
[image: ]

[bookmark: _Toc422218321]Account Descriptions 
The following tables provide descriptions for the account types that display on the Current Year tab.  

Balance Sheet Account

	Field
	Description
	Jefferson County, Alabama

	Starting Balance
	The balance at the beginning of the current fiscal year and last year. 
	

	Activity
	The sum of the activity for the current fiscal year and last year.
	

	Ending Balance
	The most recent account balance, calculated as follows: Starting Balance – Activity. 
	

	Memo Balance
	The general ledger memo balance that includes posted and unposted items. 
	


[bookmark: _Toc422218322]Expense Account

	Field
	Description
	Jefferson County, Alabama

	Original Approp
	The starting budget in the current fiscal year and last year. 
	

	Amendments
	The sum of any budget transfers in and/or out for the current fiscal year and last year.
	

	Revised Budget
	The current revised budget, calculated as follows: Original Approp +/- Amendments.
	

	YTD Actual
	The actual balance at the end of the fiscal period or year.
	

	Encumbrance
	The sum total of all open purchase orders as of the current fiscal year and last year.
	

	Requisitions
	The sum total of all requisitions (status 4, 6, and 8) in the current fiscal year and last year. 
	

	Incep to Date
	The sum total of activity since the inception of the account to the current date. This is only populated for multiyear type 1 accounts.
	

	Available Budget
	The remaining available budget, calculated as follows: Revised Budget- YTD Actual – Encumbrance – Requisition (- Incept to Date, if multiyear).
	

	% Used
	The percent of the revised budget that has been used to date.
	



Revenue Account

	Field
	Description
	Jefferson County, Alabama

	Original Est Rev
	The estimated amount of the original budget for current fiscal year and last year.
	

	Est Rev Adjusted
	The sum of any budget transfers or amendments for current fiscal year and last year.
	

	Rev Est Rev
	The revised estimated revenue, calculated as follows: Original Est Rev +/- Est Rev Adjusted.
	

	Incep to Date
	The sum total of revenue since the inception of the account to the current date. This is only populated for multiyear type 2 accounts.
	

	Actual YTD Rev
	The actual revenue collected for the identified accounting period.
	

	Remaining Rev
	The amount of revenue remaining to be collected for the current fiscal year and last year.
	

	Percent Collected
	The percent of revenue already collected.
	



History Tab
This tab allows you to view all years in the account's history by clicking the arrow buttons. [image: ]

Note: Expense accounts in multiyear funds that have a budget projection method of 2 have a new budget each year that is the remaining available budget from the previous year. This causes the budget for these accounts to remain in the current year, while all other multiyear account budgets represent the budget from inception.
When calculating the percent used on Multiyear 2 accounts, the Incep to SOY field, which contains money spent from the inception of the account, must be ignored in order to get an accurate percentage. For Multiyear 2 accounts only, the program ignores amounts in the Incep to SOY box when calculating the value of the Percent Used box. This is true even when you click the Totals option. 
[bookmark: _Toc422218323]Options 
The Account Inquiry screen provides several options for viewing additional information. 
[image: ]

If there are notes associated with this account, the Account Notes button is highlighted; click Account Notes to view the note content. 

Detail
Click Detail to search for transactions that have been posted to an account. 
When you click Detail, the program provides a Journal Selection Criteria screen. 
[image: ]

Enter the search criteria to use, and then click Accept to submit the search. You can search by date range, year/period, source of the journal, or any of the reference fields. If you select the Include Unposted Journals check box, any general ledger journal entries still in the proof file are included.  

The Account Detail screen displays the results. Click Detail or Journal on the ribbon for more information on a specific entry. 
[image: ]

Clicking Detail on the ribbon displays a single entry from the account. The detail screen varies according to the journal entry source type. For example, APP entries display the AP Check Info screen. 
[image: ]

Clicking Journal provides the Journal Inquiry/Print screen, which displays the entire journal.  
[image: ]

Click Unposted Find on the ribbon to view transactions not yet closed to a month. This is different than selecting the Include Unposted Journals check box on the Details screen, which shows transactions not yet posted that are still in the proof stage.

Months
To view account monthly data:
6. On the Account Inquiry screen, click Months.
[image: ]
The program displays a monthly view of all journal transactions that have been closed to a period. If the transactions have not been through a month-end process, they are not included in the monthly data.  However, you can view transactions not yet closed in the current month detail. Transactions that are in journal entry/proof and not yet posted are not visible in any screen. 
[image: ]

Click Curr Month Detail on the ribbon to display all of the posted activity (that has been closed to a period).

Click Monthly Totals on the ribbon to show the totals all of the posted activity (that has been closed to a period) for the accounts in the active set by month for the current year.	

Totals
To view account totals, click Totals on the Account Inquiry screen.
[image: ] 

The program refreshes the display to show the combined totals for all accounts in the active set for transactions in closed and unclosed periods. Click Return on the ribbon to return to the previous screen.
[image: ]

[bookmark: _Toc422218324]2 Year Amounts
This option is available if your organization uses biennial budgeting.
Click 2 Year Amounts to show biennial budgeting details. If the biennial year is set to one (1), the current year and next year are summed; otherwise, the current year and last year are totaled. 
[bookmark: _Toc422218325]GL Impact
The general ledger is not affected by this program as it is inquiry only.

























[bookmark: _Toc420520818][bookmark: _Toc422218326]Year to Date Budget Report	
[bookmark: _Toc422218327]Objective
This document provides instructions for generating a Year-to-Date Budget report. The Year-to-Date (YTD) Budget report serves as a primary monthly budget report, but its flexible definition makes it suitable for special analysis purposes. 
[bookmark: _Toc422218328]Overview
The YTD Budget Report can be run for the following purposes:

· Report revenues collected to a specific period.
· Report expenses to a specific period.
· Report encumbrances to a specific period.
· Report current budget, expenditures versus carry forward budget, expenditures, and encumbrances.
· Report available budget from posted transactions or available budget from pending transactions.
· Report on fund balance position.
· Proof budget, encumbrance, expenditure, and revenue balances.
· Proof chart of accounts (COA) conversions and account balance conversions.

This report can also be run for the following years and periods:
· Three years prior to current fiscal year for periods 1-13.
· Two years prior to current fiscal year for periods 1-13.
· Previous fiscal year for periods 1-13 and for 99 (memo balance).
· Current fiscal year for periods 1-13 and for 99 (memo balance).
· Next fiscal year for periods 1-13 and 99 (memo balance).

This document covers the available options and how they affect the presentation of the displayed report.
[bookmark: _Toc422218329]Prerequisites
Before you can successfully use this feature, you must ensure that the necessary permissions and settings are in place. If permissions or settings are not set up properly, or if the required programs are not available on the Munis menu, contact the system administrator. 

Confirm the following:

· You have the permissions to view the general ledger accounts and funds for which to report.
· The chart of accounts (COA) is established. 
· The adopted budget has been posted.

[bookmark: _Toc422218330]Procedure
To create a year-to-date budget report:
1. Open the Year to Date Budget program.
Financials > General Ledger > Inquiries and Reports > YTD Budget Report 
-or-
 Department> YTD Budget Report 
[image: ]
2. Click Search on the ribbon or select Segment Find from the Advanced Search list to identify accounts for the YTD Budget Report. 
If you click Search, complete the fields according to the following table, and then click Accept on the ribbon.  Note: You will only have access in this report to the accounts in your individual permission set.
	Field
	Description
	Jefferson County, Alabama

	Account Rollup

	Account 
Org/Object/Project
	These boxes contain the org, object, and project (if applicable) or account number for which to create a report. 
	

	Rollup Code
	This box stores the budget rollup code for the specified account.
To search on a range of budget rollup codes, insert a colon (:) between the first and last codes in the search range. Use the asterisk (*) wildcard character to find all codes.
	

	Account Type/Status

	Account Type
	This list indicates the type of account: revenue or expense. You can select the blank option to include all account types. 
	

	Account Status
	This list determines the account status: active or inactive. You can select the blank option to include both active and inactive accounts. 
	



If you select Segment Find, complete the fields on the Segment Find screen, and then click Accept on the ribbon.  
For either search method, the program displays the number of records found.  
3. Click Report Options.
The program displays the Report Options screen. 
[image: ]
4. Complete the fields according to the following table to define the report settings.  
	Field
	Description
	Jefferson County, Alabama

	Execute This Report
	This list allows you to use Munis Scheduler to process the report. 
· If you select Now to process the report immediately, click the Print, Text File, PDF, or Preview button to print, view, or save the report. 
· If you select In Background (now) to process the report a single time using the event log and e-mail notification features, or if you select At a Scheduled Time to establish a specific time when the report runs, the program uses Munis Scheduler.
	

	Field # (Sequence 1 to 4)
	These lists establish a particular component (segment, org, and object) of the account structure as a sort key for the print sequence.
Sequence 1 is the primary sort key for all accounts on the report. Sequence 2 is the secondary sort, and so on.
The default sort is by fund, org, character, and object. Object does not need to be defined if it is the lowest level of the report.
	

	Total
	This check box, if selected, causes the report to print a subtotal line whenever the sequence changes. For example, org code may have been selected as part of the sort sequence so that the system prints a total whenever the org changes. If this check box is not selected, Sequence 1 Total Revenues and Total Expenses are suppressed for this level. If this check box is selected in Sequence 1 and in Sequence 4, there is no label on the last level.
	

	Page Break
	This check box, if selected, causes the program to start a new page whenever the particular sequence changes. If this check box is not selected in Sequence 1, there is no label in the page header and this level has a header label like all other sequence levels.
	

	Report Title 
	These boxes contain the title for the YTD report. The default value for the first line of the title is Year-to Date Budget Report, but you can change this.
You can enter up to 40 characters of text on the two lines of text. The title centers automatically when the report prints.
	



Print Options Tab
[image: ]

	Field
	Description
	Jefferson County, Alabama

	Include Only Accounts That Used _% or Greater of Budget 
	This option indicates which accounts to include based on the percent of the budget used. For example, if you type 100 in this box, the report includes accounts with a percent used greater than or equal to 100. This includes accounts that have used the entire budget or have exceeded the budget.
If the value of this box is 0 or greater, up to 100, the percent used is set to and prints on the report as 100% when the account has a zero revised budget and actual or encumbrance activity.
Type a percent or leave this box blank to include all accounts.
	

	Order Accounts By
	This list allows you to select in what order accounts are sorted: org/object/project or full account.
	

	Totals Only
	This check box, if selected, causes the report to print totals as described in the Field # Sequence selections. This means that the report does not include any accounts that are not entered in the Sequence boxes and does not include transaction detail. If none of the four sequence groups is selected, the report includes only a Grand Total.
	

	Account Description
	This list determines the description that prints next to the account: full or short. The full description contains up to 30 characters; the short description contains 10.
	

	Print Full GL Account
	This check box, if selected, directs the report to print the full account number with each segment separated by a dash. This prints instead of the org/object/project codes.
This option is only accessible when the Totals Only check box is not selected.
	

	Roll Projects to Object 
	This check box, if selected, with project accounting is in use, causes to program to summarize all general ledger accounts that have a project code under their common org and object. Instead of each project account printing with its own descriptions, it is included under the org/object.
	

	Print Report Options 
	This check box, if selected, causes the program to append the Search criteria and report option settings at the end of the report.
	

	Year/Period
	This list indicates the time period for which information for the budget report is selected.
If you select Within Year/Period, you must complete the following boxes with a specific fiscal year and period. 
For the fiscal year, you can enter the current, next year (which must be period 99), the last year, last year 2, or last year 3.
For the fiscal period, you can enter periods 1-13 and 99 (memo balance, which includes posted and pending transactions). For the current, next or last year, the report may be run for any period other than 00 (start-of-year), including memo balance (99). For 2 and 3 years prior, the report may only be run for periods 1-13.
The default value for the period populates from the Current Year/Period field in Roll Accounting Period, but you can enter any period.
Notes: 
· Any period includes entries for that period that have not been closed using Month-End Processing. 
· Period 99 retrieves up-to-the-minute totals, using the Memo Balance field for actuals, the Encumbrances field for encumbrances, and the Revised Budget field for Budget. Choosing Period 99 aligns the report to Account Inquiry reporting. 
· Last fiscal year retrieves last-year figures. 
· Next fiscal year retrieves next-year actuals and encumbrances. If Post to Master for Reports on the Budget menu has been run, next fiscal year also includes next year adopted budget. 
· If the fund is a multiyear fund, the program calculates and displays the three budget field amounts (original appropriation, transfers/adjustment, and revised budget) as if the period selected were 99. 
If last year and period 13 is requested, current year carry forward budget is used for the encumbrance amount.
	

	Carry Forward 
	This list defines the report output as:
· Totals (GAAP) - includes current year and carry forward activity. 
· Current year only - excludes activity related to encumbrance carry forward. 
· Carry forward only - Includes only activity related to encumbrance carry forward. 
The default value is Totals (GAAP), but you can change this option for any period in the entered year.
	

	Print MTD Version
	This check box, if selected, causes the report to print a month-to-date column on the report. The MTD column is either MTD Expended or Actual MTD Revenue. If the MTD option is chosen, the Transfers/Adjustments column is omitted.
	

	Format Type
	This list determines the detail format option: Standard or Cents in Budget Amount. When you select Cents in Budget Amount, the Transfers/Adjustments and Revised Budget columns display cents.
	

	Double Space
	This check box, if selected, causes the report to print in double-spaced format.
This option is only accessible when the Totals Only check box is not selected.
	

	Suppress Zero Balance Accounts 
	This check box, if selected, directs the report to exclude accounts that meet the following conditions: zero original budget, zero budget transfers, zero revised budget, zero actual, zero month-to-date actual, zero encumbrances, zero available budget, and if detail is selected, no detail for the reporting period.
	



Additional Options Tab
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	Field
	Description
	Jefferson County, Alabama

	Include Requisition Amounts
	This check box, if selected, causes the program to add requisition amounts to the report and to rename the Encumbrances column to Enc/Req to reflect this.
This check box is accessible for only current year and next year reporting and when period 99 is chosen. The Available Budget column is affected as it uses the encumbrance amount in its calculation.
	

	Print Revenues - Version Headings
	This check box, if selected, causes the program to print the revenue-related column headings versus the standard column headings. Select this check box to print revenues-version headings. There is no encumbrance’s column.
	

	Print Revenue as Credit
	This check box, if selected, causes the report to print revenue accounts as credits. This check box is available when the report is being run for just revenue accounts. If not selected, the report prints revenue account balances without the minus sign.
	

	Print Revenue Budgets as Zero
	This check box, if selected, indicates to the program that revenue budget amounts should print as zero.
	

	Include Fund Balance
	This check box, if selected, indicates to the program that fund balance summary information is included. If you select this option, the fund balance summary prints at the end of each fund.
This check box is only accessible if there are both revenue and expense accounts in the active set and the Field # in Sequence 1 is Fund.
	

	Sort/Total Budget Rollup
	This check box, if selected, causes the program to display the budget rollup code totals in the report.
This check box is only accessible if the Rollup field is completed on the main YTD Budget Report screen.
	

	Print Journal Detail
	This report, if selected, causes the program to extract detail transactions from the GL Journal Hold and GL History tables and prints these detail lines for each account. When printing journal entry detail, SOY entries are treated like purchase order entries. These SOY entries are the encumbrance entries for purchase orders carried over into the current year from last year. To include the SOY journal entries, you must use a starting period of 0.
	

	Include Budget Entries
	This check box, if selected, causes transaction type 5 journal entries to be included in the detail of the report.
	

	Include Encumb/Liq Entries
	This check box, if selected, causes transaction type 4 (encumbrance) journal entries to be included in the detail of the report.
	

	Sort Option
	This options determines the sort order if the Print Journal Detail check box is selected; sort options are journal entries or purchase orders.
	

	Detail Format Option
	This list determines the journal detail format:
· Standard - A standard report where journal detail is presented as is. 
· Column Sensitive - The detail line formatted based on the journal source code of the detail. 
For example, AP*, PO*, SOY, and R* source journals have reference 1 labeled "VND" and reference 2 labeled "PO." The detail line also has the vendor's alpha name presented before the journal comment and the detail line ends with the check number where available. In all other journals, only reference 1 is presented with the label REG (reference 2 is omitted) and the line ends with the journal comment.
	

	Include Additional JE Comments
	This check box, if selected, directs that journal entry comments print on the report.
	

	Multiyear View
	This is the default view for multiyear funds. If Default is selected, the program applies the default setting from each account. If one of the other options is selected, the program applies that view to all accounts in the set, regardless of their individual default settings.
	

	Amounts/Totals Exceed 999 Million Dollars
	This check box, if selected, directs the program to include amounts that exceed $999,999,999.00 by displaying the account description on a separate line from the totals. 
If this option is cleared, the report includes the amounts by shortening the description of the account to make room for the dollar amount and display all of the account information on a single line.
	

	From Yr/Period
To Yr/Period
	These boxes define the range of years and periods for which to include account detail to include on the report. Typically, this would reflect one month's detail, but it could be year-to-date.
These boxes are only accessible if the Print Journal Detail check box is selected.
	


5. Click Accept. 
6. Click Return on the ribbon to close the Report Options screen.
7. On the main screen, click Preview   to display your report or Print to print the report.
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Your report displays according to the report options that you selected. 
[bookmark: _Toc422218331]Results
You can now analyze what transactions have occurred within your search and sequence settings, confirm that a budget was posted correctly, proof your chart of accounts, or look at transactions for a specific period.
[bookmark: _Toc422218332]GL Impact
The general ledger is not affected by this action.













[bookmark: _Toc420594771][bookmark: _Toc422218333]Next Year Budget Entry	
[bookmark: _Toc422218334]Objective
This document provides instructions on how to enter next year budget requests.
[bookmark: _Toc422218335]Overview
Departments are responsible for submitting level one budget requests to the budget office. This document outlines the entry of next year budget requests using Munis budget detail and the submission of these records to initiate the review process. 
[bookmark: _Toc422218336]Prerequisites	
Before you can successfully complete this process, you must ensure that roles granting the necessary permissions have been assigned to your user account. If the roles have not been established, contact the system administrator to have them updated or added into the Munis system.

Confirm the following:

· You have permissions to enter budget level one and the capability to view, create, modify, and delete.
· A projection has been generated by budget staff through the Define/Start Budget Projection program, and set as the default in the Budget Settings program.

[bookmark: _Toc422218337]Procedure for Detail Entry
To add next year budget requests into Munis:
1. Open the Next Year Budget Entry program.
Financials > Budget Processing > Next Year Budget Entry

The program initially displays the Account Find screen. 
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2. Enter the projection number and budget level for which to add detail.
3. Click Accept.
The program makes the Account Find Criteria group accessible for entry. 
4. Complete one or more of the fields to define search criteria, and then click Accept.
The program displays the Next Year Budget Entry screen, which includes all of the accounts to which you have role-based permission to access and that matched your search criteria.
[image: ]
5. To view account detail, double-click an account line, or single-click an account line and then click Account Info in the Menu group of the ribbon. 
The program displays the Account Info screen.


[image: ]

The Account Info screen provides information specific to the account at the top of the screen. The Main tab presents any current year data including the original budget, any revisions, actual and encumbered expenses. This may be useful for analysis and forecasting what should be requested for the new budget year.

Click GL Account Inquiry on the ribbon to display the Account Inquiry screen from which you can view summarized and detail history for the account for up to four years, as well as to view information on the current available budget. You cannot modify data in this program, but you can view data and create reports of collected data.
[image: ]


To add budget requests:
1. Click Detail Info on the Next Year Budget Entry screen. 
The program displays the Detail Info screen.
[image: ]
2. Click Add.
The program displays the Detail Add dialog box. 
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3. Select the type of detail to add, and then click Ok. 
The program makes the fields on the Detail Info screen accessible.
4. Complete the fields to enter initial budget requests within the defined target using a detail record for each account. Refer to the following table for specific field details. 
	Field
	Description
	Jefferson County, Alabama

	Requested

	Year
	This box indicates the year of the budget request. Confirm that the correct budget year displays. 
	

	Line
	This box contains the line number.
Munis automatically assigns line numbers in increments of 10, or you can assign them manually. When combined with the Sequence box, the line number allows you to link related detail records. For example 10-001, 10-002, 10-003, and so on. 
Munis personnel recommend allowing the program to automatically generate the next available sequence number. 
	

	Per/Seq
	This box contains the period value, if monthly data exists for the account. If the account does not possess monthly data, this box contains the sequence number that is combined with the Line number.
	

	
	This list under the account information indicates the description for the detail record (item) as it relates to the program.
Select one of the following:
· Continuing Item
· New Item in Existing Program
· New or Expanded Program
	

	Is This a 1-time Expenditure or Revenue
	This check box, if selected, indicates that this detail record as a one-time expense or revenue budget request.
	

	Priority Item
	This check box, if selected, indicates that this detail record needs to be considered immediately. 
	

	Request Group
	This list identifies the requesting group code for this budget item. These codes are established in the Budget Miscellaneous Codes program by a budget administrator.
	

	User-Defined
	This list identifies user-defined codes. These are established in the Budget Miscellaneous Codes program by a budget administrator.
	

	Approval Status
	This list indicates the approval status of this detail record: Approved, Denied, or Clear.
	

	Quantity
	This box contains the projected quantity.
	

	Unit Cost
	This box contains the unit cost.
	

	Total
	This box displays the total amount for the projected quantity at the projected unit cost. The program calculates this value, and this field is not accessible. Any changes must be made in Quantity or Unit Cost to be reflected in the total.
	

	Requested

	Description
	This box contains a description of the detail budget item.
	

	Justification
	This box contains a justification, or reason, for the budget request.
	

	Vendor/Commodity

	Vendor
	Identifies the specific Munis vendor number to which the detail line applies. 
	

	Commodity
	Indicates a specific commodity code for the budget detail.
	 

	Item
	Contains an item number to which the budget detail applies.
	

	UOM
	Displays the unit of measure for the item.
	

	Freight Pct
	Defines the freight percentage for the item.
	

	Bid
	Identifies a specific bid number to which the budget detail applies. 
	

	Asset to be Replaced
	Contains the fixed asset number to be replaced by the budget detail line item.
	

	Position

	Job Class
	Indicates the job class code. 
Job classes are established in the Job Class Codes program in Munis® HR Personnel/Payroll module. 
If there are general ledger job class records defined for the account to which the detail line belongs, then the job class that you enter in this box must be one of the general ledger job class records defined for the account. If you did not enter a value in the Description text box, the program enters the description of the job class in the Description text box.
	

	Group
	Defines the payroll group to which the position belongs.
	

	Grade/Step
	Contain the payroll grade and step for the selected job class.
	

	Location
	Holds the location code of the job class, if applicable.
	

	Position
	Indicates the position control number of the job class code. You must enter a valid position code.
	

	Employee Number
	Defines the specific employee number to which the detail line applies.
	

	Benefit/Deduction
	Contains the benefit/deduction code for employee benefits, if applicable.
	

	Payroll Projection
	Identifies the payroll projection on which the position appears, if applicable.
	


5. Click Accept to save the new detail record. 
6. If any changes need to be made to the specific record, click Update to modify any of the available fields, and then click Accept to save the changes. In the event additional detail records need to be added for this account, click Add and repeat steps 5 through 8 until all detail records have been added and the desired requested budget amount is reflected in the Account Totals box. 
7. Click Return to close the Detail Info screen to return the Next Year Budget Entry screen to review totals entered for this account. 







[bookmark: _Toc422218338]Procedure for Quick Entry 

To add next year budget requests into Munis:
1. Open the Next Year Budget Entry program.
Financials > Budget Processing > Next Year Budget Entry
The program initially displays the Account Find screen. 
[image: ]
2. Enter the projection number and budget level for which to add detail.
3. Click Accept.
The program makes the Account Find Criteria group accessible for entry. 
4. Complete one or more of the fields to define search criteria, and then click Accept.
The program displays the Next Year Budget Entry screen, which includes all of the accounts to which you have role-based permission to access and that matched your search criteria.
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5. Highlight the account for which to enter budget amounts and click Update. 
The program moves the cursor to the level one field of the selected account.
6. Enter the amount to request for this specific account number, and then press Tab to move to the next account number. If the account requires budget detail information, the program moves the cursor to the Detail Info line after you enter the dollar value.
7. Enter the quantity and amount of each item comprising the total amount requested in the Account detail. For example, if you enter $10,000.00 in the Account group, you need to enter Account Detail that totals this amount. 
8. Click Accept to save the details.

To make changes to the detail lines:
1. Click Detail Entry from the Menu group of the ribbon.
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2. Click Update, enter the changes, and then click Accept to save the changes.

Send Notification of Budget Changes

Once departmental budgets have been entered and reviewed, you must notify the budget office that level 1 budget entry has been completed.

To send workflow notification of budget requests:
1. With the projection and budget level record open on the Next Year Budget Entry screen, click Department Notify on the ribbon. 
The program displays the Department Notify screen, which contains the default department code associated with your user profile in the Department Code box.
[image: ]
2. Confirm your department code or click the field help button to select the code from a list.
3. Click Accept.
The program displays a confirmation message.
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4. Click Yes to continue.
The program generates the notification e-mail to the budget office approver indicating that your department has completed budget entry for level 1

[bookmark: _Toc422218339]Results
Departmental budget requests have been entered for level 1. Budget staff has been notified that level 1 entry has been completed, and access to the budget projection will be restricted once the level 1 cutoff date defined by the budget calendar is reached. 
[bookmark: _Toc422218340]Status Change
There is no status change to this record. 
[bookmark: _Toc422218341]What’s Next?
Level 1 figures for this projection are now available for reporting within the Next Year Budget Reports program. Until the level 1 cut-off date is reached, the projection is available for any changes to be made to next year requests. Salary and benefit information will be generated from the Payroll/Human Resources department and linked to the budget projection for reporting purposes.

The Budget office will roll the level 1 figures to level 2 as the budget process continues. Any approvals, denials, or changes made by each governing body will be reflected in this projection at the appropriate level.  Upon adoption, the final projections will be posted to the master so that departments or agencies can enter transactions against the funds. The Budget Completion Journal will be posted as part of the year-end close process at which time the journal entries are created to post the original budgets for all accounts. 







[bookmark: _Toc422218342]Next Year Budget Reports	
[bookmark: _Toc422218343]Objective
This document provides instructions on how to generate Next Year Budget reports from projections as part of the budget preparation process. 
[bookmark: _Toc422218344]Overview
The Next Year Budget Reports program allows you to develop reports for analysis and review purposes from budget projections that have been created as part of next year budget preparation. The reports are generated by projection, and the program allows you to select all or a range of accounts within this projection by type, general ledger (GL) segment, or account status. All users are set to view only accounts for which they have budget authority. Since salary and benefit budget figures will be generated from the Payroll and Human Resources agencies, Next Year Budget reports are found where these budgets amounts are accessed.
[bookmark: _Toc422218345]Prerequisites
Before you can successfully complete this process, you must ensure that roles granting the necessary permissions have been assigned to your user account. If the roles have not been established, contact the system administrator (IT) to have them updated or added into the Munis system.

Confirm the following:

· A projection must has been generated by budget office staff using the Define/Start Budget Projection program; note the projection in which you have entered next year budget figures as there may be multiple projections available on which to report. 
· Budget figures have been entered through the Next Year Budget Entry program for the level on which you are reporting.  






[bookmark: _Toc422218346]
Procedure
To generate a Next Year Budget Report:
1. Open the Next Year Budget Reports program.
Financials > Budget Processing > Next Year Budget Reports
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2. Click Define.
3. From the Projection list, select the current year projection from the list of projections. 
Note: To select accounts by GL Segment, click the Seg-Find button instead of Define. When you click Seg-find, select a projection number from the Projection list, and then click Accept. In this case, the program displays the GL Segment Find screen, where you can create an active set of records based on one or more account segments. 
4. Once accounts are defined, click Accept.
The program makes the remaining fields available. 
5. Complete the following fields on the Next Year Budget Reports screen in order to establish the data to be included in the Next Year Budget report.
	Field
	Description
	Jefferson County, Alabama

	Org/Object/Project
	These boxes indicate the org, object, and/or project code segments for the account to include in the report for the selected projection or leave default blank values to include all accounts for which you have budget authority in the report.
	

	Account Type
	This list indicates account type for the accounts to include in this report.
You can choose to include revenue or expense accounts, or leave the default blank value to include all account types.

	

	Account Status
	This list indicates the account status to include in this report.
You can choose to include active or inactive accounts, or leave the default blank value to include all account status types.
	

	Rollup Group

	Rollup Code
	This box indicates the code for the rollup group to use to select accounts based on a specified rollup group. 
You can type a code in the box or leave the default blank value to include records for all rollup groups.
	


6. Click Accept. 
The program displays the total number of records found based on the defined criteria in the status bar at the bottom of the screen.
7. Click Report Options.
The program displays the Report Options screen. 
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8. Complete the fields according to the following table to choose the report and customize the format and output of your next year budget report.
	Field
	Description
	Jefferson County, Alabama

	Report
The available options vary according to the report type selected in the Type list. 

	Type
	This list indicates the type of report to create. 
Choose one of the following:
1. 1 - Next Year/Current Year Budget Analysis 
1. 2 - Next Year Budget Levels Report 
1. 3 - Next Year Budget Detail Report
With this option, the employee name, number and benefit/deduction short description print if they exist for the detail record. 
1. 4 - Next Year Budget Historical Comparison 
1. 5 - Next Year Budget Comparison Report 
1. 6 - Future Years Report
This creates the same report as the Future Years option on the Next Year Budget Entry screen.  The report includes the current year, as well as the next four fiscal years. 
	

	Include Inflation Percent
	This check box controls whether inflation percentage is factored into the report. 
	

	Budget Level
	This list indicates the defined levels the budget must pass through prior to adoption. For report types 1-4, you can select one budget level.
For report type 5, you can include up to 3 budget levels.
Department users typically report on Level 1. 
	

	Detail Lines
	This list allows you to include only approved or denied details, or both, in the report.
This is list available for the New Year Budget Detail Report type. 
	

	Percentage Change Calculation
Method
	This list indicates the method by which you would like the program to calculate the percentage change. Available options include:
1. (Level - Current Budget)/Current Budget
2. (Level - Projected)/Projected 
3. (Level l- Original)/ Original
4. (Level - Revised)/Revised 

This option is available for report types 1 and 4.
	

	Print First or Second Year of Budget Requests
	The selected option determines which year of budget requests to include in the report.

	

	Sequences

	Field #
	These lists indicate the GL sequence by which to sort accounts in the report. You can select up to four segments.
Typically, Fund is the first sequence. 
	

	Total
	If this check box is selected for a segment, it directs the program to calculate and display totals for the selected sequence. 
	

	Page Break
	If this check box is selected for a segment, it directs the program to start a new page on the report for the segment.
	

	Additional Options

	The following check boxes are accessible according to the report type selected from the Type list.

	Period Number
	This box indicates the current year actual data up to and including the period number indicated. This applies to report type 1. Type 99 to include current detail including any memo detail. 
	

	Print Revenue as Credit
	This check box, if selected, causes the program to display a minus (-) sign when reporting expense and revenue accounts.  
	

	Include Cfwd in Rev Bud
	This check box is only accessible when you are creating a type 1 report. If selected, carry forward purchase order amounts are included with the revised budget.
	

	Totals Only
	If this check box is selected, the report prints totals for sequence level 1 only. The grand total is still printed for each sequence. The org number displays next to the description on the printed report.
This option is available for report types 1, 2, 4 and 5.
If the Totals Only check box is not selected, the program prints totals for each sequence. The detail does not print (that is, all the accounts that comprise each org).
The Suppress Zero Budget Accts check box is not selected if the Totals Only check box is selected.
	

	Include Segment Code
	This check box indicates whether to include segment codes in the report.
This check box is accessible if Totals Only is selected.
	

	Include Report Grand Totals by Account Type
	Selecting this check box directs the program to print the grand totals of revenue and expense accounts, in addition to the grand total of the entire report.
	

	Print Full GL Account
	If you select this check box, it directs the program to include the full GL account string, along with Org/Object/Project, in the report.
	

	Double Space
	If you select this check box, it directs the program to generate the report in a double spaced format.
	.

	Suppress Zero Bdgt Accts
	If you select this check box, the program excludes any accounts meeting the following conditions from the report: zero original budget, zero budget transfers, zero revised budget, zero actual, zero month-to-date actual, zero encumbrances, and zero available budget. If detail is selected, no detail will be reported for the period. 
This check box is not available when the Totals Only check box is selected.
	

	Print as Worksheet
	This check box is only available when you are creating type 1 report.
If this check box is selected, it directs the program to generate the report with blank lines for the following columns: Current Year Projections, Next Year Budget Level 1 and Percent Change. These lines are available for personnel to provide input outside of the system. 
	

	Print Pct or Comment
	This list is only available when you are creating type 1 report.
If you select P (percentage) from the list, it directs the program to calculate the percentage change; if you select C (comment), it directs the program to print a blank line to be used to manually add a comment in the report. 
	

	Print Text
	If you select this check box, it directs the program to include all associated text entered in the Next Year Budget Entry program in the report.
	

	Amounts/Totals Exceed 999 Million Dollars
	If you select this check box, it directs the program to adjust column widths to accommodate totals in the billions.
	

	Print Five Budget Levels 
	This check box, if selected, directs the program to include all five budget levels in the report. 
This check box is available for budget level reporting. 
	


9. Click Accept.
The program returns you to the Next Year Budget Report screen.
10. Use the options in the Output group on the ribbon to generate the report output. 

[bookmark: _Toc422218347]Results
The report has been generated based on the defined criteria and output based on the method selected. These reports can be utilized to assist in next year budget analysis. 
[bookmark: _Toc422218348]What’s Next?
Any changes made to the projection through the Next Year Budget Entry program will be available for review with the Next Year Budget reports. This program provides reports that can be used for analysis purposes. Any necessary next year budget changes will be performed using the Next Year Budget Entry program provided the user has access to the current budget level that is maintained by budget staff according to the defined budget timeline. 



[bookmark: _Toc420594776][bookmark: _Toc422218349]Budget Transfers and Amendments	
[bookmark: _Toc422218350]Objective
This document provides instructions for entering a budget transfer or amendment
[bookmark: _Toc422218351]Overview
The Budget Transfers and Amendments program performs current year budgetary transactions. This may reduce one budget line and increase another, or subtract from the bottom line budget amount for either revenue or expense accounts.
[bookmark: _Toc422218352]Prerequisites
Before you can successfully complete this process, you must ensure that roles granting the necessary permissions have been assigned to your user account. If the roles have not been established, contact the system administrator (IT) to have them updated or added into the Munis system.

Confirm the following:

· You have appropriate user and account permissions and access. 
· Applicable workflow settings and business rules are established for the transfer and amendment process. 
· The Munis chart of accounts is in place.





[bookmark: _Toc422218353]
Procedure
To add a budget transfer or amendment:
1. Open the Budget Transfer and Amendments program.
Financials > Budget Processing > Budget Transfers and Amendments
[image: ]
2. Click Add.
3. Complete the fields according to the following table to complete the header information for this budget transfer or amendment.
	Field
	Description
	Jefferson County, Alabama

	Journal Details

	Clerk
	This box identifies the name of the person creating this transaction. 
The program completes the value of this box; it is display-only. 
	

	Fiscal Year
	This box specifies the accounting year for the transfer or amendment. The default value is the fiscal year established in the General Ledger Settings program. Valid entries are the current year, next year, or last year. 
	

	Period
	This box specifies the fiscal period for the transfer or amendment. The default value is the fiscal periods established in the General Ledger Settings program. 
	

	Journal
	This box contains the journal number for the transaction. This box is not available for entry when you add a transfer or amendment; it is only available for entry when you click Define to search for an existing budget transaction.
During the Add process, the program automatically completes the value in the box with the next available  journal number.
	

	Journal Reference 1 and 2
	These boxes contain user-defined journal reference codes (primary and/or an additional code). The number or numbers you enter stay with a transaction throughout its life and display on reports, in the general ledger, and in the Journal Inquiry program.
This box is not available during the Define process.
	

	Short Description
	This is the short transaction description that identifies the journal content. The short description contains up to 10 characters and displays on reports and anywhere journal information is summarized.
This is a required field.
	

	Effective Date
	This is the date that the transaction affects the general ledger; the default value is the current date. If the date you enter falls outside of the fiscal year and period previously indicated, the program displays a warning.
Note that the effective date may be altered since the transaction may not be posted to the general ledger until the review process has been completed. Budget staff will have an opportunity to update the effective date at the time of posting.
This box is not available during the Define process.
	

	Budget Year Code
	This box indicates the code for the budget year for which the transaction is being entered. Accept the default value of 1 to process the budget transfer against the current budget year or type 2 to process the budget transfer against the carry-forward budget amount. If you enter 2, the transaction must consist of a non-multiyear expense account. 
This box is not available during the Define process.
	

	Entity Code
	This box identifies the entity for which the transaction is being entered when a system is shared by multiple locations.
This box is not accessible. Note: Jefferson County has only (1) one entity.
	

	Amendment Type
	This box indicates whether the journal is a budget journal, a budget amendment, or a budget appropriation change.
Accept the default value of 1 or type any of the following: 
· 1, 4: Expense to expense account, or revenue to revenue account.
· 2, 5: Expense to revenue account.
· 3, 6: One-sided expense or revenue account (taken from Budgetary Fund Balance)
· 7, 8: Inter-fund expense or revenue accounts.

This box is not available during the Define process.
	

	Special Condition
	This identifies an applicable special condition. If a special condition is necessary, select whether the amendment is temporary or recurring, or leave the default blank value to indicate there are no special conditions for the transaction.
Temporary budgetary transactions may be excluded from next year budget figures when utilizing the prior year as a reference point. 
Recurring budget transactions must have an associated recurring journal entry to match. When this amendment is posted, the corresponding recurring journal is updated.
	

	Amendment Status
	This box displays the current status of the transaction. Applicable statuses include:
 
· Held: This is the initial status of the added transaction. The status may also display as Held if an approver selects to hold this record at the time of approval. 
· Unbalanced: This indicates that the journal entered is not balanced. An unbalanced journal cannot be released.
· Pending Approval: This indicates that the journal has been released and has initiated the workflow approval process.
· Approved: This indicates that the journal has been approved through workflow, but has not been posted.
· Error: This indicates that an error has occurred in the workflow process.

This box is not accessible. 
	

	Project Accounts Apply
	This check box, if selected, directs the program to include project accounts when making the transfer or amendment. Clearing this check box indicates that you are separating the project accounts from the transfer and amendment process.
	


4. Click Accept.
The program displays the Budget Amendment Detail Lines screen.
[image: ]
5. Complete the following fields to complete the detail lines for the budget transaction.
	Field
	Description
	Jefferson County, Alabama

	Journal

	
	This display-only area contains the journal details from the Budget Amendment Entry screen for the transaction. 
	

	Journal Lines

	Line
	This box indicates the sequential number assigned by the program as a unique identifier for each line entered. 
The program completes the default sequence numbers; Munis personnel recommend that you accept the default values. 
	

	Account Number
	These boxes identify the account type and full general ledger account number.  
	

	When you press Tab after entering the account number, the program displays a message that allows you to view the account’s additional amount or transaction information.

 Do one of the following:
· Click None to continue with the transaction entry without displaying additional information.
· Click Amounts to display current year account information. The program displays the Budget Amounts Display, which includes current year and carryforward amounts for the original budget, amendments, revised budget, expenditures, and so on. The display fields vary according to the fiscal year.
· Click Transaction History to display the Year/Period, Journal Number, Date, Description, and Budget Change for each account transaction. If no history is available, the screen display does not change. 

	

	Comment 
	This box displays any comments associated with the account.
	

	Effective Date
	This box displays the date the transaction posts to the general ledger.
You can type the date another date in the box, select the date from the calendar, or leave the default date, which is the effective date established on the Budget Amendment Entry screen.
	

	I/D
	This box indicates if the change is an increase (I) or decrease (D) for the selected account. Type I in this box if the transaction creates an increase to the account or type D if the transaction creates a decrease to the account. 
	

	Amount
	This box specifies the amount of the transaction to affect this line.
Do not type a dollar sign or commas; if the transaction is a whole dollar amount it is not necessary to type the decimal point. You cannot type a negative value as you can adjust the value in the I/D column to indicate whether the amount is an increase or decrease. 
	

	Journal Totals

	Increase
	This box contains the calculated total dollar amount of increases within the transaction. Confirm the total increased amount; any adjustments must be made to the journal lines.
The program completes this value; it is not accessible. 
	

	Decrease
	This box is contains the calculated total dollar amount of decreases within the transaction. Confirm the total decreased amount; any adjustments must be made to the journal lines.
The program completes this value; it is not accessible.
	


6. Click Accept to save the updates. 
7. Click Attachments to attach supporting documentation files. 
8. Review and confirm all account and totals information. 
9. Click Return on the ribbon to return to the Budget Transfers and Amendments screen. 
10. If changes need to be made to the detail lines prior to release, click Lines on the Budget Transfers and Amendments screen to display the Budget Amendment Detail Lines screen, and then click Update on the ribbon to modify detail lines.
11. When the transaction is complete, click Release on the Budget Transfers and Amendments screen to initiate the workflow approval process. 
The transaction will be reviewed and posted upon final approval. 

[bookmark: _Toc422218354]Results
The transaction has been entered and released through the appropriate approval process. To review where the transaction stands in the approval process, click the Approvers button on the Budget Transfers and Amendments screen. The program displays a screen showing the required path and the current approval level.
[bookmark: _Toc422218355]Status Change
The transaction’s status is updated to Pending Approval. When this record has been approved at the final level, the status is updated to Approved.
[bookmark: _Toc422218356]GL Impact
The general ledger is not affected by this action. Once this record has been approved, it must be posted by budget staff, at which time the budgetary transaction will affect the general ledger.
[bookmark: _Toc422218357]What’s Next?
[bookmark: _Toc420594777]This record has been released through a workflow process. Required approvers must review each transaction and take appropriate action based on the information entered, and on supporting documentation. Once the final approval has been granted, the transaction must be posted to affect the general ledger budget figures.
Budget Amendments and Transfer Approvals	
[bookmark: _Toc422218358]Objective
This document provides instructions on approving budget transfers and amendments.
[bookmark: _Toc422218359]Overview
When a budget transfer or amendment is released from the Budget Transfers and Amendments program, the program initiates an approval process that is driven by the contents of the transaction. When approvals are pending, required approvers will receive a notification through an e-mail, Tyler Dashboard, or both, indicating that there are records awaiting approval. An approver must review the transaction for validity and ensure that all supporting documentation has been attached through Tyler Content Manager. The approver can then choose to approve, reject, hold, or forward a transaction to another user for additional review. 
[bookmark: _Toc422218360]Prerequisites
Before you can successfully complete this process, you must ensure that roles granting the necessary permissions have been assigned to your user account. If the roles have not been established, contact the system administrator to have them updated or added into the Munis system.

Confirm the following:

· Budgetary workflow business rules have been established in the Workflow Business Rules program. 
· You are included as an approver in the Workflow User Attributes program, and you are identified as an approver for the transfer and amendment approval business rule.
· Pending approval records exist.


[bookmark: _Toc422218361]Procedure
To approve a budgetary transaction:
1. Open the Tyler Dashboard.
2. Review the Work Flow Manager Web part for the budget transaction approvals that require action. A summary of each record displays.
 [image: ]

Note: Click the Refresh option to update this window for any new pending records. 
3. Click the number in the Pending column to expand the Web part and display the records awaiting approval. 
[image: ]
4. Click the folder button for a record to view additional information regarding the approval of the record.
[image: ]
5. Click the View button for any record to open the Budget Transfers and Amendments program with all of the records awaiting approval as the active set.
[image: ]
6. Review all data included for each transfer or amendment.
7. Select the appropriate workflow action button for the record. 
	Button
	Description 

	Accept
	Identifies the record as approved, and sends notification to the next approver in sequence.

	Reject
	Rejects the item. You must enter a rejection reason. The program notifies the originator of the rejection and reason. The originator determines the next course of action (alteration and resubmission or deletion). 

	Forward
	Allows you to choose another Munis user to review this pending record

	Hold
	Retains an item in your approval queue for additional review. It will remain here until further action is taken.


8. Close the Budget Transfers and Amendments program and return to the Work Flow Manager Web part.
[bookmark: _Toc422218362]Results
The results vary according to the Workflow action selected. 
[bookmark: _Toc422218363]Status Change
The following status changes occur according to the action taken for the transaction:
· Approved records move to the next step of approvers, if necessary. If this is the final approval, the transaction is updated to status approved and is ready for posting.  
· Rejected records return to the originator with a note regarding the reason for rejection. The originator takes the next appropriate action for the record – delete or update and resubmit.
· Held transactions remain in the queue until further action is taken by the required approver.
· Forwarded transactions move to the queue of the identified recipient. The recipient reviews and updates the transaction to determine the next step.
[bookmark: _Toc422218364]GL Impact
The general ledger is not impacted by this transaction. Until the record is posted by budget staff, these transactions will not affect the referenced general ledger accounts.
[bookmark: _Toc422218365]What’s Next?
Once budget transactions have been approved by all identified approvers, they are posted by personnel authorized to post budget transfers and amendments.




















[bookmark: _Toc422218375]



MUNIS CENTRAL PROGRAMS

Munis® central programs are available from the Other Applications menu on the Munis main menu. The available central programs are organized by product: Financials, HR/Payroll, Revenues, and Administration. 

This document provides general information for Munis [Product] central programs. 

In Munis Version 11.1, formats for the central programs vary. The differences are primarily presentation changes, while the functionality of each program, and the information provided by each program, remains the same, regardless of the format.

The following sections describe the common features included in the central programs. 
[bookmark: _Toc409606682][bookmark: _Toc417561841][bookmark: _Toc422218376]Search/Advanced Search
When you open a Munis central program, a search box is available. Use this box to enter a vendor name or number, employee name or number, and so on, to move directly to a specific record. You can also initiate a search by entering the first few letters of a name followed by an asterisk (*). 
[image: ]

To find records using defined search fields, click Advanced Search.
In the Advanced Search dialog box, enter or select the search criteria. You can select one or more items from a list. 
[image: ]
When you have defined the search criteria, click Search to create an active set of records. 

Search results display in two views: List and Block. Use the List or Block buttons to refresh the page to present the information in the alternate format.
[image: ]

In List view, use the column headers to reset the sort order. The active sort order is indicated by an up or down arrow.
[image: ]



[bookmark: _Toc409606683][bookmark: _Toc417561842][bookmark: _Toc422218377]Setup Tiles
The Setup Tiles option determines the detail tiles that display for each record. When you click Setup Tiles, select or clear the Available Tiles check boxes to display individual tiles; use the Select All or Unselect All options to select or clear all check boxes at one time.
[image: ]

When you first access a program and you have not selected any tiles, the program automatically displays the Settings dialog box before displaying records. Once you have defined at least one available tile, you must use the Setup Tiles option to change the tiles that display for each record.


[bookmark: _Toc409606684][bookmark: _Toc417561843][bookmark: _Toc422218378] 
Help, KnowledgeBase, and About Munis
The Tyler logo in Munis central programs provides access to online help, the Munis KnowledgeBase, and an overview of administrative program details: 
· Help provides screen-level help for the active program. Use the Contents and Navigation link to display the table of contents, which provides help content for other programs within the same Munis product. 
· Knowledge Base displays a list of documents within the Munis KnowledgeBase that are related to the active program. When you access the KnowledgeBase from the Help menu, search functionality is not available. 
· About Munis accesses program, system, and environment information, which is useful when initiating a phone call to Munis Technical Support. 
[image: ]
[bookmark: _Toc409606685][bookmark: _Toc417561844][bookmark: _Toc422218379]Program Ribbon  
Within the central programs, program ribbons provide options for managing data. These options provide direct access to records in Munis programs, create export files in Microsoft® Excel, display associated notes, and attach documents to selected records. 
[image: ]  

Program ribbons group options according to functionality. Typical groups are:
· Actions–Provide direct access to additional central programs. For example, from Employee Central, click Terminate in the Actions group to open the Employee Termination program. 
· View/Maintain–Open associated programs in Munis where you can update records or view additional details. For example, in Vendor Central, click Vendor in the View/Maintain group to open the Vendors program in Munis Accounts Payable. 
· Office–Exports data to Microsoft Excel or opens your default email application.  
· Tools–Displays notes associated with the active record or allows you to view or attach documents. 
[bookmark: _Toc422218380]Excel
Excel exports data for the selected record to Microsoft Excel, providing a tab for each of the detail tiles defined for the record. 
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[bookmark: _Toc422218381]Email
Email creates an email message in your default email application with a link to the active record embedded in the content area of the message. The subject line provides the program name. 
[image: C:\Users\melfring\AppData\Local\Temp\SNAGHTML782ca57.PNG]

[bookmark: _Toc422218382]Notes
Notes provides comments and other notes associated with a record in Munis programs. From a central program, notes are view-only. To add or update a note, you must access a program from the main Munis menu. For example, to add vendor notes, use the Vendors program on the Accounts Payable menu. 
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[bookmark: _Toc422218383]Attach
Attach allows you to view, add, or delete documentation related to the current record. The Attach option is only accessible when the View Attachments and Associated Documents check box is selected in the Roles–Munis System program. The Attach functionality is defined in the TylerCM for Munis Settings program:  
· If your organization uses Tyler Content Manager (TCM), the Attach option displays a Defined Mappings dialog box. To view the mapping name, document type, and metadata fields for a document, highlight the document in the Mapping Name/Description group. To display the document in TCM, double-click the file name. 
[image: ]

To attach a document using TCM, click Add New. For new documents, you must assign a mapping name, document type, and identify metadata fields, as appropriate. 



· If your organization does not use Tyler Content Manager, the Attach option provides a Munis Attachments screen for your Munis server. To view a standard attachment, click Generic Attachment and then click the file name.
[image: ]

To add a standard attachment, click Add New, enter a description, and use the Browse option to navigate to the file.
[image: ]
[bookmark: _Toc417561845][bookmark: _Toc422218384]Accounts Payable
[bookmark: _Toc417561846][bookmark: _Toc422218385]Invoice Central
The Invoice Central program displays invoice records at a summary and detail level. The program initially displays a Search box, the Excel button, and a blank screen.
[image: ]

To view invoice records, enter a vendor or invoice number in the Search box. Alternatively, click Advanced to expand the ribbon and display additional search fields.
[image: ]

After performing the search, the program displays a list of matching invoice records.
[image: ]

When viewing invoices in the list format, click the column titles to sort the list by that column’s values.
[image: ]

When you are viewing invoices in the block format, click More to view additional information about the invoice. The record pane expands to display the General, Payment, and Tax Backup Withholding tabs.
[image: ]

Clicking the Notes button causes the program to display a dialog box that contains notes associated with the invoice. You cannot create new notes in the dialog box. New notes must be added using the Munis Invoice Entry program.[image: ]

The Attachments button is not currently active in this location in Invoice Central. 

Click the vendor name to open the vendor record in Vendor Central. If the invoice contains an associated purchase order or contract, clicking the purchase order or contract number opens the record in Purchase Order Central or Contracts Central. 
[image: ]

Clicking the Details link in any invoice record opens the detail view for that invoice. 
[image: ]

[bookmark: _Toc422218386]Available Panes
The following table provides a brief description of the available detail panes for the Invoice Central program. 

The header of each pane contains an arrow button. Clicking the arrow button expands or collapses a pane. If no information is available for a pane, the program indicates that no records are found. Click View/Maintain on a pane header to open the Munis program that is used to view or update the displayed record.

	Pane
	Description

	Invoice
	Contains general information about the invoice record. Use the Vendor Name link to view the vendor record in Vendor Central.

	Invoice Detail
	Lists the detail lines that appear on the invoice. Click a line to view its liquidation details, if applicable.

	Payment
	Contains payment information for the invoice. Clicking the Check Number link opens the Vendors program for the vendor to which payment was made. To view the vendor’s remit address on a map, click the Remit Address link.

	Tax Backup Withholding
	Displays tax related invoice data



[bookmark: _Toc417561847][bookmark: _Toc422218387]Vendor Central
The Vendor Central program provides access to information about vendors. This program is intended for use by purchasing personnel who need to view and maintain vendor information on a regular basis. The program initially displays a Search box and a blank screen.

After performing a records search, the program displays a list of matching vendor records. 
[image: ]

Clicking the vendor number in list view or the vendor tile in block view refreshes the program screen to display the information tiles for that vendor.
[image: ]

[bookmark: _Toc422218388]Available Tiles
1099
Displays the total amount of 1099-eligibile invoices paid to the vendor in the current fiscal year.

To view additional 1099 information, click the tile. The program refreshes to display more detailed 1099 data. Click General or History to view 1099 information of that type.

[image: ]
Checks
Contains a list of checks issued to the vendor during a specific timeframe. 

To change the timeframe or view additional check details, click the tile. The program refreshes the screen to display check information. 
[image: ]

Change the value of the Time Frame list to view checks from a different time period. When you click the check number in the Number column, the Munis Checks Detail screen opens. 
Commodities
Displays the number of awarded commodities for the vendor.

Click the tile to refresh the screen and display a complete list of all of the commodities awarded to the vendor. 
[image: ]
Contracts
Displays a list of recent contracts for the vendor. 

Click the tile to refresh the screen and display a detailed list of contracts awarded to the vendor. When you click a contract number in the Contract column, the Munis Contract Inquiry program opens with that contract as the active record. 
[image: ]
Invoices
Displays a list of invoices defined for the vendor during a specific timeframe. 

To change the timeframe or view additional invoice details, click the tile. The program refreshes the screen to display invoice information. 
[image: ]

Change the value of the Time Frame list to view invoices from a different time period. When you click the invoice number in the Invoice column, the Munis Invoice Central program opens. 
Purchase Orders
Displays a list of purchase orders entered for the vendor during a specific timeframe. 

To change the timeframe or view additional purchase order details, click the tile. The program refreshes the screen to display purchase order details. 
[image: ]

Change the value of the Time Frame list to view purchase orders from a different time period. When you click the purchase order number in the PO column, the Munis Purchase Order Central program opens. 



Remits
Displays the number of remit addresses that exist for the vendor. 

Click the tile to refresh the screen and display a complete list of all of the addresses entered for the vendor. 
[image: ]
Vendor
Contains general information about the vendor. This information is divided into Main, General, and Contacts tabs. Access these tabs by clicking the tile.
[image: ]

[bookmark: _Toc417561848][bookmark: _Toc422218389]Budget Management
[bookmark: _Toc417561849][bookmark: _Toc422218390]Budget Projection Wizard
The Budget Projection Wizard assists in creating Munis budget projections using basic fields and a flowchart interface. 

The main program screen contains Generate, Copy, and Import tabs. The tabs determine the manner in which the new projection should be created. 

The Generate tab contains fields used to create a new projection. Completing the fields on one tab automatically completes the equivalent fields on the other tabs. For example, if you complete the Projection Number, Description, and Number of Years boxes on the Generate tab, the program automatically enters the same values in the fields on the Copy and Import tabs. 
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The Copy tab contains fields used to create a projection by copying an existing projection.
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The Import tab contains fields used to create a projection from an import file.
[image: ]



To view descriptions of the fields on any screen, click the Help button at the bottom of the screen.
[image: ]

The Budget Projection Wizard ensures all required information has been entered in the fields before allowing you to proceed to the next step. 



If an error occurs during entry, the wizard displays an Errors button. Click the button to view the list of problems and a typical solution for each. The program also highlights the problem fields in red.
[image: ]

After completing the fields on a tab, click the forward button to create the budget projection in that manner. For example, if you complete the fields on the Import tab and then click the forward button, the program creates the projection by importing budget information.
[image: ]



Regardless of which tab you complete, the program advances to the Method screen. This screen determines the budgetary calculation method used for the projection, as well as the account attributes and fund type.
[image: ]

After completing the fields on the Method screen, click the forward button to advance to the Fund Ranges screen.

As you complete each step of the projection process, the Budget Projection Wizard tracks your progress on the progress bar. Return to any previous step by clicking the forward or back buttons.
[image: ]

The process continues with the Additional Options and Baseline Amounts screens. These screens further refine the accounts and amounts that are included in the budget projection.
[image: ]

After reaching the Verify screen, click Create Projection to complete the creation of the budget projection.
[image: ]

The program provides buttons that open the Budget Projection Management or Next Year Budget Entry program directly from the Budget Projection Wizard.
[image: ]

[bookmark: _Toc417561850][bookmark: _Toc422218391]Budget Scenarios
The Budget Scenarios program allows you to prepare multiple versions of proposed budget packages at any budget level. Multiple scenarios are created by applying one or more decision packages to a budget projection. You can view the impact upon a budget by applying dollar value or percentage point increases or decreases to specific accounts. The program initially opens to the Scenarios tab.
[image: ]

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



To create budget scenarios, click Add on the ribbon. This opens the Add Scenario dialog box, in which you can enter the scenario name and description and select the budget projection on which to base the scenario. Clicking Save saves your entries.
[image: ]

The Scenarios pane refreshes to include the newly created scenario.

Clicking the Actions arrow displays four options for the scenario: view, edit, copy, or delete. Use the Edit option to open a dialog box from which you can change the title, description, and projection for the scenario. Clicking View opens the scenario in a detail format, while Copy and Delete create and remove scenarios. 
[image: ]



Click Filter to expand the screen to include fields used to refine the displayed scenario list according to budget and scenario criteria. 
[image: ]

Use the Packages tab to view and maintain decision packages.
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Clicking Add on the ribbon of the Packages tab opens the Add Package dialog box, where you can define the title and description of decision packages. Complete the dialog box and then click Save. The program adds the decision package to the Packages tab.
[image: ]

To add detailed information to the decision package, click the package name to display the Package Builder dialog box. 
[image: ]



Decision packages are created by clicking the Budget Linea button on the Budget Lines tab, and then selecting a line type. Available line types are Amount, Position, and Vendor. The program adds a line of that type to the Budget Lines tab.
[image: ]

Continue to add lines to the tab in order to define the decision package. To remove or copy a line, hover your pointer over a line and click Copy or Delete.
[image: ]

Open the Comments tab and click the Comment button to enter any related comments about the decision package. Remove a comment by hovering your pointer over it, and then clicking Delete.
[image: ]

The History tab contains the posting history of the package, but it is blank for new packages.
You must click Save to retain any changes or additions made to the decision package. After completing the package, click the close button to return to the main program screen. [image: ]



After scenarios and packages are created, view a scenario by selecting View from the Actions list on the Scenarios tab. 
[image: ]

When you click View, the program displays the scenario details. The screen displays information about the scenario, budget, and decision packages. 
[image: ]



Select the check boxes for one or more decision packages on the Available tab and click Assign to add them to the scenario. The program updates the scenario values and adds the decision packages to the In Play tab. 
[image: ]

To remove packages from the scenario, select the check boxes on the In Play tab and then click Remove. The program updates the scenario values and moves the selected packages to the Available tab. 
[image: ]

View additional scenario information by clicking the Account Details and Previous Budget tabs.
[image: ]

[bookmark: _Toc417561851][bookmark: _Toc422218392]
Contract Management
[bookmark: _Toc417561852][bookmark: _Toc422218393]Contracts Central
The Contracts Central program provides a listing of contracts in both summary and detail views. The program initially displays a Search box, the Excel button, and a blank screen.
[image: ]

To view contract records, enter a contract number or description in the Search box. Alternatively, click Advanced to expand the ribbon and display additional search fields.
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After performing the search, the program displays a list of matching contract records. 
[image: ]

When viewing contracts in the list format, click the column titles to sort the list by that column’s values. 
[image: ]

When you are viewing contracts in the block format, click More to view additional information about the contract. The record pane expands to display the General, Retainage, Accounts, Line Items, Subcontractors, and Insurance tabs. These tabs contain information about the contract that was entered in the Contract Entry or Contract Change Orders programs.
[image: ]



Use the links in the Commodity column of the Line Items tab to open the Commodities program with the commodity code as the active record.
[image: ]

Clicking the links in the Name column on the Subcontracts tab opens the Vendors program with that vendor as the active record. Clicking Payments for a subcontractor opens the Subcontract Payments program, where you can view and create payments to the subcontractor.
[image: ]

The Insurance tab displays the insurance information that has been entered on the contract record. The tab is for informational purposes only. 
[image: ]

Click the vendor name in any contract record to view the vendor record in Vendor Central.
[image: ]

Clicking the Details link for a contract opens it in a new screen that displays the contract record, as well as a series of detail panes.  [image: ]

[bookmark: _Toc422218394]Available Panes
The following table provides a brief description of the available detail panes for the Invoice Central program. 

The header of each pane contains an arrow button. Clicking the arrow button expands or collapses a pane. If no information is available for a pane, the program indicates that no records are found
	Pane
	Description

	Activity
	Displays transaction activity that has been entered against the contract.

	Approvers
	Contains a summary view of workflow actions that have been taken for the contract. Use the navigation bar to view additional workflow records. Click the list button in the pane header to view the workflow information in a list format.

	Change History
	Provides a full list of changes that have been made to the contract. View the change history in summary format by clicking the grid button on the pane header.

	Comments
	Displays any comments or notes associated with the contract record. The pane is for informational purposes only. No comments can be added here. You must access the contract record using the Contract Entry or Contract Change Orders programs in order to add comments or notes.

	Contract
	Provides general contract information in a similar format to the main program screen. However, the pane also contains a Totals tab, which displays the contract’s total dollar amounts by type.

	Invoices
	Lists the invoices that have been charged to the contract. The pane contains three tabs: Accounts Payable, Recurring, and General Billing. Each tab displays invoices that match the tab type. For example, the Accounts Payable tab displays accounts payable invoices, but not recurring or general billing invoices.
Click an invoice number to open the invoice in Invoice Central, or click the vendor name to open the vendor record in Vendor Central. If your organization uses Tyler Content Manager (TCM), you can view files that have been attached to the invoice by clicking the TCM button.

	Milestones
	Displays the contract’s milestone data in three tabs: Main, Dates/Amounts, and Notes. Click the list button in the pane header to view the milestone information in a brief list format.

	Projects
	Provides a listing of all projects with which the contract has been associated.

	Purchase Orders
	Lists the purchase orders that have been entered against the contract. Click a purchase order number to open it using the Purchase Order Inquiry program. Change the display format of the pane from list view to grid view by clicking the grid button on the pane header.

	Requisitions
	Contains a list of the requisitions that have been entered against the contract. Click a requisition number to open it using the Requsition Entry program. You can view the requisition data in grid format by clicking the grid button on the pane header.

	Summary
	Provides a summary view of the contract’s balances. The pane contains colored boxes for purchase orders, invoices, and requisitions. Each box indicates the number of records that exist for the contract and the total value of those records. Click a colored box to change the record type that is displayed in the table below the boxes. Clicking a record number, such as a purchase order number, opens that record as the active record in the appropriate inquiry program.

	Vendor Performance
	Displays the vendors that are associated with the contract. Clicking a vendor name opens the Vendor Central program with that vendor as the active record. Click the grid button in the pane header to view additional vendor information in the Vendor/Item, Backup Withholding, and Documents/Notes tabs.










[bookmark: _Toc417561853][bookmark: _Toc422218395]Fixed Assets
[bookmark: _Toc417561854][bookmark: _Toc422218396]Fixed Assets Central
The Fixed Assets Central program displays lists of fixed asset records. The program allows you to view asset notes, expand each record to view additional information, and view the full asset record. The program initially displays a Search box, the Excel button, and a blank screen.
[image: ]

To view fixed asset records, enter an asset number or description in the Search box. Alternatively, click Advanced to expand the ribbon and display additional search fields.
[image: ]



After performing the search, the program displays a list of matching asset records.
[image: ]

When viewing assets in the list format, click the column titles to sort the list by that column’s values. 
[image: ]

When you are viewing assets in the block format, click More to view additional information about the asset. The record pane expands to display the Main, Values, Maintenance/Insurance, and User Defined tabs. These tabs contain information about the asset that was entered in the New Assets program or during asset creation from an invoice or purchase order.
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Clicking the Notes button on the asset pane displays the Asset Notes dialog box. This dialog box contains any notes that have been entered for the asset. The notes are sorted by category into separate tabs of information. You cannot enter new notes using the dialog box. It is for informational purposes only.
[image: ]

Clicking the Details link in an asset record refreshes the screen to display detailed information panes for that asset. 
[image: ]

[bookmark: _Toc422218397]Available Panes
The following table provides a brief description of the available detail panes for the Fixed Assets Central program. 

The header of each pane contains an arrow button. Clicking the arrow button expands or collapses a pane. If no information is available for a pane, the program indicates that no records are found. Click View/Maintain on a pane header to open the Munis program used to view or update the displayed record.
	Pane
	Description

	Accounts

	Contains a list of general ledger accounts that have been associated with the fixed asset record. Click a column title to sort the list by that column.

	Employees
	Displays employees who have been associated with the asset. Click an employee name to open the Employee Central program with that employee as the active record.

	Fixed Asset
	Provides general asset information in a similar format to the main program screen. However, the pane does not include the Values tab.

	Funding Sources
	Lists the asset’s funding sources and percentages.

	Pending Transactions
	Displays a listing of transactions that are pending for the asset. Clicking a link in the Type column opens the Fixed Asset Transaction Entry Post program with the selected transaction as the active record.

	Purchases
	Contains a table that lists the purchases related to the asset. Clicking a vendor name opens the Vendor Central program, where you can view the vendor record. Click a purchase order number to open the Purchase Order Central program with that purchase order as the active record. If your organization uses Tyler Content Manager (TCM), click the TCM button to view files attached to the purchase order in TCM.

	Repairs
	Displays the history of repair work orders performed on the asset. A work order can be viewed in Work Orders Central by clicking the work order number. To view the repair work orders in a grid view, click the grid button on the pane header.

	Transactions
	Contains information regarding all of the transactions that have been entered for the asset. To view the transaction data in a grid view, click the grid button on the pane header.

	Values
	Displays the asset’s dollar values and depreciation amounts.

	Work Order Assets
	Lists all of the work order asset records that are associated with the fixed asset record. To view the work order asset in the Asset Inquiry program, click the asset code link.















[bookmark: _Toc417561855][bookmark: _Toc422218398]General Ledger
[bookmark: _Account_Central][bookmark: _Toc417561856][bookmark: _Toc422218399]Account Central
The Account Central program displays a variety of account information based on user-defined filters. The information is for display purposes only. No actions can be taken in the program beyond the creation of filters. The program initially displays Search boxes and a blank screen.

After performing the search, the program displays a list of matching accounts. 
[image: ]

Clicking the account number in list view or the account tile in block view refreshes the program screen to display information about that account. The information is divided amongst the Transactions, Account, Budget Rollup, Monthly Data, and Current Year vs CFWD tabs. 
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[bookmark: _Toc417561857][bookmark: _Toc422218400]GL Fund Monitor
The GL Fund Monitor program displays all of your available general ledger funds and indicates whether they are under or over budget. You can also view subtotals for Accounts Payable, Budget Control, and Encumbrances amounts. In order to view reports in GL Fund Monitor, Munis Scheduler must be installed. 

When you first open GL Fund Monitor, the program displays a series of zero-dollar amounts and default dates of 01/01/0001. 
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In order to draw initial information into the program, click the Refresh Reports button on the ribbon or in a specific report pane.
 [image: ]

Clicking the Refresh button causes the program to display a Refresh Data dialog box. Select Get Latest Summary Data to draw in the initial information used by the GL Fund Monitor program or select Run All Reports to immediately produce all of the reports for the GL Fund Monitor program.
[image: ]

The Schedule Reports button on the ribbon performs a similar function. Clicking Schedule Reports opens a dialog box from which you can set a schedule for running the reports that support the GL Fund Monitor program. The reports can be run immediately (Now), daily, or weekly.
[image: ]

Selecting an option from the Fund Selection menu changes the displayed values in the main pane of the program. Clicking All Funds causes the GL Fund Monitor program to display information and amounts for all funds. Clicking Balanced Funds or Unbalanced Funds restricts the GL Fund Monitor program to displaying only the totals for those funds. In addition, clicking any of the fund menu options also causes the menu to expand and list all of the funds that are included in that menu selection. Each fund has a red or green box next to it. Green boxes indicate balanced funds; red boxes indicate unbalanced funds. 
[image: ]

Each section of the GL Fund Monitor program is supported by a series of reports. To view the reports, click View Details. The program displays a list of reports and the time and date they were last run. Click any of the report titles to open that program in Munis.
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[bookmark: _Toc417561858][bookmark: _Toc422218401]Inventory
[bookmark: _Toc417561859][bookmark: _Toc422218402]Inventory Central
The Inventory Central program allows you to view and maintain inventory items at a summary or detail level. The program initially displays the Items tab, which contains search fields, a series of buttons, and a blank screen.
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To view inventory item records, select a warehouse from the Search list and enter an inventory item number or description in the Search box. Alternatively, click Advanced to expand the ribbon and display additional search fields.
[image: ] 

After performing the search, the program displays a list of matching inventory items. 
[image: ] 

When viewing inventory items in the list format, click the column titles to sort the list by that column’s values.
[image: ]

When you are viewing inventory items in the block format, click More to view additional information about the item. The record pane expands to display additional item information.
[image: ] 

Clicking the Details link on the item record opens a new screen that contains multiple panes of item information. The panes displayed on the screen vary based on the values you selected in the Settings dialog box on the Inventory Central header. 
[image: ] .

[bookmark: _Toc422218403]Available Panes
The following table provides a brief description of the available detail panes for the Inventory Central program. 

The header of each pane contains an arrow button. Clicking the arrow button expands or collapses a pane. If no information is available for a pane, the program indicates that no records are found. Click View/Maintain on a pane header to open the Inventory Items program, where you can view or update the item record.
	Pane
	Description

	Accounts
	Displays a list of the inventory resale, revenue, and expense accounts that have been associated with the inventory item. Click the Type or Description column titles to sort the list by that column’s values.

	Cost
	Displays average cost, unit price, and markup amounts for the inventory item.

	Item
	Contains general information about the inventory item.

	Periodic Data Summary
	Displays receiving and cost information for the start-of-year, year-to-date, last year, and year-to-date transfers for the inventory item.

	Pick Tickets
	Displays information about existing pick tickets for the inventory item. To view information for new, issued, shipped, or all pick tickets, select a status from the list. Click a number in the Req. No. column to view related requisitions in the Munis Requisition Entry program. Clicking a column header sorts the list by that column’s values.

	Purchase Orders
	Contains a list of purchase orders for the inventory item. You can view all purchase orders or only those that have been closed, created, allocated, released, posted, or printed. To change the displayed purchase orders, select a status from the list. When you click a purchase order number in the PO column, the Munis Purchase Order Inquiry program opens. Click a vendor name in the Vendor column to view vendor detail in the Vendor Central program. If your organization uses Tyler Content Manager (TCM), click the TCM button to view the purchase order attachments stored in TCM. To sort the list by a column value, click the column title.

	Sublocations
	Displays a list of all of the sublocations where the item is located and the quantity on hand at each sublocation. Click More to view more information about a particular location.

	Transactions
	Displays a list of transactions involving the inventory item. Select a transaction type to view from the Transaction list. Clicking a column title sorts the list by that column’s values.

	Warehouse Specific Quantities
	Provides quantities and item data for the warehouse location associated with the current item record.



The History tab on the main Inventory Central screen contains fields that provide the ability to search for historical item records. Click Advanced to display additional search fields. The fields available for use when searching for an inventory item vary depending on whether you are searching by transaction, pick ticket, or purchase order.

When searching by Transaction, the program displays all general ledger transactions that involve the selected item number or all transactions with a specified entry date.
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When searching by Pick Ticket, the program displays all pick tickets for the selected item or all pick tickets with a specific entry date.
[image: ]

Searching by Purchase Order causes the program to display all of the purchase orders that contain the selected inventory item.
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[bookmark: _Toc417561860][bookmark: _Toc422218404]Purchasing
[bookmark: _Expenditure_Central][bookmark: _Toc417561861][bookmark: _Toc422218405]Expenditure Central
The Expenditure Central program displays an overview of all expenditures for a selected set of departments during a specific time period, as well as a list of expenditure information. Two tabs are available in the program: Expenditures and Overview. The program initially displays the Expenditures tab.
[bookmark: _Toc422218406]Expenditures Tab
The Expenditures tab contains Search boxes, the Excel button, and a blank screen. This tab is used to view summary and detail information about expenditure transactions.
[image: ] 

To view expenditure records, select a transaction type from the list in the Search group and enter a search value in the box. Alternatively, click Advanced to expand the ribbon and display additional search fields. The fields available as part of an advanced search vary based on the value selected from the transaction type list.
[image: ]  

After performing the search, the program displays a list of matching expenditures. 
[image: ] 

When viewing expenditures in the list format, click the column titles to sort the list by that column’s values. 
[image: ]

When viewing expenditures using the block format, view the files that have been attached to a record in Tyler Content Manager (TCM) by clicking the TCM button. To view the vendor record in Vendor Central, click the vendor name.
[image: ]

When you are viewing expenditures in the detail or summary format, click Details to open the transaction in a new screen that contains a series of information panes. The panes that appear on the screen are determined by the values you selected from the Settings dialog box in the Expenditure Central header. 
[image: ]
[bookmark: _Toc422218407]Available Panes
The following section provides a brief description of the available detail panes for the Expenditure Central program. 

The header of each pane contains an arrow button. Clicking the arrow button expands or collapses a pane. When clicked, the grid button on a pane header changes the display format of the pane from summary to list view. Clicking View/Maintain on a pane header opens the listed transactions in the associated Munis program for that transaction type. For example, clicking View/Maintain on the Contracts pane opens the Contract Entry program.

The Expenditures Summary pane contains a chart that displays expenditures of different types that are associated with the current record. Each colored box represents a transaction. Clicking a colored box updates the pane to display that transaction’s detail information.
[image: ]

The Checks, Contracts, Invoices, Purchase Order Lines, Purchase Order Receiving, Purchase Orders, and Requisitions panes display detailed or summary information for the current transaction record or the transactions associated with the current record.



For example, if you are viewing the Details screen for a contract record, the Contracts pane displays detail information about the current contract. The remaining panes contain information about transactions that are associated with that contract. If no transactions of an appropriate type exist for the current record, the pane indicates that no records are found. The example below illustrates a contract record against which a requisition has been entered. The requisition has been converted to a purchase order, but no invoice has been generated to pay that purchase order. Only the Contracts, Requisitions, Purchase Orders, and Purchase Order Lines panes contain information.
[image: ]

[bookmark: _Overview_Tab][bookmark: _Toc422218408][bookmark: OverviewTab]Overview Tab
The Overview tab provides a consolidated, graphical view of the expenditure transactions that exist in your Munis database. 
[image: ]



The Overview tab contains the All Expenditures, My Filters, and Saved Filters panes. Clicking the plus sign at the top of the All Expenditures pane expands it to cover the entire screen.
[image: ]

The All Expenditures pane contains a series of colored boxes, a line graph, and a list of line labels. The colored boxes contain the expenditure amounts for open requisitions, encumbered contracts, open purchase orders, outstanding invoices, uncashed checks, and the total amount of all paid invoices. Click the More button to display a listing of all records that make up the totals in the colored boxes. Alternatively, click a colored box to display only transactions of that type.
[image: ]

Use the filter list to filter the display by transaction type. Clicking Details for a record opens it in the Expenditure Central detail screen.
[image: ]

Clearing or selecting the check boxes in the graph label list causes the program to include or exclude fiscal year data from the Spending Analysis line graph.
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Setting the value of the Group By option on the ribbon causes the All Expenditures pane to display a separate breakdown of expenditures for each department in your organization. Each department contains its own series of colored boxes and Spending Analysis line graph.
[image: ]

The My Filters pane contains the Department and Fiscal Year lists. Selecting values from these lists refines the data in the All Expenditures pane by department and fiscal year value. 
[image: ]

After you have defined a filter, use the options at the bottom of the pane to apply it to the active set of records, reset all of the fields on the pane to their default values from the currently loaded saved filter, or clear all of the fields in order to create a new filter.

[bookmark: _Toc417561862][bookmark: _Toc422218409]Purchase Order Central
The Purchase Order Central program provides a listing of purchase orders in both summary and detail views. The program initially displays a Search box, the Excel button, and a blank screen.
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To view purchase order records, enter a purchase order number, department code, or vendor in the Search box. Alternatively, click Advanced to expand the ribbon and display additional search fields. These fields appear on the Advanced Search and Line Item Search tabs.
[image: ]



After performing the search, the program displays a list of matching purchase order records. 
[image: ]

When viewing purchase orders in the list format, click the column titles to sort the list by that column’s values.
[image: ]

When you are viewing purchase orders in the block format, click More to view additional information about the order. The record pane expands to display the General, Bill To, Ship To, and Dates tabs.
[image: ]



Click the Details link on any purchase order record in either format to view it in greater detail on a new screen. This view contains several panes of detail information about the purchase order. The panes displayed on the screen are determined by the values you selected from the Settings dialog box in the Purchase Order Central header.
[image: ]

[bookmark: _Toc422218410]Available Panes
The following table provides a brief description of the available detail panes for the Purchase Order Central program. 

The header of each pane contains an arrow button. Clicking the arrow button expands or collapses a pane. Use the grid button on a pane header to change the display format of the pane from summary to list view.
	Pane
	Description

	Activity
	Provides a list of activity that has been entered for the purchase order. Clicking a column title sorts the list by that column’s values.

	Approvals
	Displays the approval records of the purchase order, including the approver and current approval status.

	Invoices
	Contains a listing of the invoices associated with the purchase order. Click an invoice number to open that record in Invoice Central.

	Notes
	Displays notes and comments that have been entered on the purchase order. The notes listed include both general notes and vendor source notes entered in Purchase Order Entry or Purchase Order Change Orders.

	PO Lines & Line Details
	Displays the lines and details of the purchase order. Click View/Maintain to open the Purchase Order Receiving program with the purchase order as the active record.

	Purchase Order
	Provides a detailed view of the purchase order data. The pane is divided into General, Bill To, Ship To, and Dates tabs. Click the vendor number to view that vendor in Vendor Central or click the requisition number to open Requisition Entry with that requisition as the active record.

	Purchase Order Summary
	Illustrates a timeline of purchase order actions and records. The timeline is divided by record type. Each colored box on the timeline represents an action related to the purchase order. Clicking a box causes the pane to display information regarding that action.

	Receiving
	Displays the purchase order’s receiving records. Click View/Maintain for a purchase order line to open the Purchase Order Receiving program with the purchase order as the active record.



[bookmark: _Toc417561863][bookmark: _Toc422218411]Work Orders
[bookmark: _Toc417561864][bookmark: _Toc422218412]Service Requests
The Service Requests program is used to submit service requests into the Munis database. The program also displays a list of your recent service requests, as well as recent service requests made by your department.
[image: ]

The program ribbon contains the Refresh, Service Requests, and Work Orders options. Click Refresh to update the screen with the most recent information from your Munis database. Clicking Service Requests opens the Munis Service Requests program, and clicking Work Orders opens the Work Orders Central program.

The Create Requests pane contains the boxes used to define the service request record. In order to begin creation of a service request, you must enter a start date and select a requesting department.
[image: ]

After completing the start date and requesting department, click Add Request to create the first request line. The program makes the Servicing Department list available for entry.
[image: ]

Select a servicing department, and then complete the Activity, Type, and Subject of Service. The options available from the Activity, Type, and Subject of Service lists depend on the servicing department you selected. The Filter button for the Subject of Service list refines the list to display all subjects of service in your Munis system or only those available for the combination of asset type and requesting department. Update the default description, if appropriate. 
[image: ]

After completing the request line, press Tab or click Add Request to add a new line. The Actions button provides the ability to copy or delete a request line.
[image: ]

After you have finished entering request lines, click Save. The new service request appears in the My Requests tab.
[image: ]



The My Requests tab displays a list of requests made using your user ID. The Actions column provides two options for service requests: View and Copy. Click View to display a dialog box that contains the request details. Use the links in the dialog box to view additional information, or use the navigation bar to view the other requests currently displayed on the My Requests tab.
[image: ]

Clicking Copy from the Actions menu automatically creates a duplicate of each line on the request in the Create Requests pane. You can modify these lines, as needed, to create a new service request. 
[image: ]

The My Department Service Requests pane contains a list of service requests made by users in your department, but it does not include requests you have created. Click Copy to automatically complete the boxes in the Create Requests pane with the values from the source request. 

The Filter pane provides fields that restrict the service request records displayed on the My Requests and My Department Requests tabs. After selecting the filter criteria, you must click Apply in order to update the information displayed on the tabs. 
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[bookmark: WorkOrderCentral][bookmark: _Work_Order_Central][bookmark: _Toc417561865][bookmark: _Toc422218413]Work Order Central
The Work Order Central program provides a list of work order records in various levels of detail. The program initially displays a Search box, the Excel button, and a blank screen.
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To view work order records, enter a work order number or description in the Search box. Alternatively, click Advanced to expand the ribbon and display additional search fields.
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After performing the search, the program displays a list of matching work order records. [image: ]

When viewing work orders in the list format, click the column titles to sort the list by that column’s values.
[image: ]

When you are viewing work orders in the block format, click More to view additional information about the order. The record pane expands to display the Main, Tasks, and User Defined tabs.
[image: ]



The Main tab contains general work order information. Click the Subject of Service value to open it in Fixed Assets Central. Clicking the Project value opens the Project Master program with the selected project as the active record. The Equipment Warranty link opens the warranty record in the Equipment Warranty Maintenance program.
[image: ]

The Tasks tab displays the list of tasks that are required for completion of the work order. Click the Deferred WO value to open a detailed view of that work order record.
[image: ]

The User Defined tab contains any fields that your organization has created and assigned to the Work Orders program. If your organization has not defined any user-defined fields, the tab is blank.
[image: ]

Clicking the Notes button opens the Work Order Notes dialog box, where you can view notes that have been entered regarding the work order. The dialog box is for informational purposes only. You cannot enter new notes in the dialog box. New notes must be entered in the Work Orders program in Munis. 
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Clicking the Details link for a work order record in either format opens the record in a detail screen. 
[image: ]

[bookmark: _Toc422218414]Available Panes
The following table provides a brief description of the available detail panes for the Work Order Central program. 

The header of each pane contains an arrow button. Clicking the arrow button expands or collapses a pane. If no information is available for a pane, the program indicates that no records are found. Click View/Maintain on a pane header to open the Work Orders program, where you can view or update the work order record.
	Pane
	Description

	Accounting
	Contains a list of setup and actual charges for the work order. This information is divided into the Setup Charges and Actual Charges tabs.

	Actual Costs
	Provides a list of the actual costs associated with the work order. Click the grid button in the pane header to change the pane to a grid view.

	Address
	Displays the address information at which the work order is performed. The pane is only available for public works and general type work orders. Clicking the Address option displays the address on a map.

	Attachments
	Lists the files that have been attached to the work order using the Attachments option in Munis. The pane does not display Tyler Content Manager attachments. Open an attachment by clicking the document title.

	Billing Information
	Displays a summary of billing information for the work order. The pane only appears for work orders with an accounting method of Billing. Clicking the customer name opens Customer Maintenance in Munis with the customer as the active record. Create a general billing batch by clicking the Create GB Batch option.

	Components
	Displays a list of component items that are associated with the work order’s subject of service.

	Contacts
	Lists the contact persons for the requesting and servicing departments that appear on the work order. If the contact person’s preferred contact method is email, click the email address to create an email message using your default email program.

	Equipment
	Displays a listing of equipment assigned to the work order.

	Estimated & Actual Costs
	Displays a comparison of estimated and actual costs for the work order.

	Estimated Costs
	Provides a summary of the work order’s estimated costs, regardless of cost type.

	Inventory
	Displays inventory items that have been assigned to the work order. Click an item description to view the item in Inventory Central.

	Labor
	Displays all of the actual labor costs and employees from the work order. The pane does not display estimated or scheduled labor costs. Those values are found on the Estimated Costs and Scheduled Tasks panes. Clicking an employee name on the Labor pane opens that employee record in Employee Central.

	Miscellaneous Items
	Displays any miscellaneous items associated with the work order. This is done by clicking Maintain on the Checklist/Misc tab in the Munis Work Orders program.

	Outsources
	Contains a list of outsourced payments made as part of the work order. Click a vendor name to open that vendor in Vendor Central.

	Overhead
	Provides a table that contains the overhead costs associated with the work order.

	Scheduled Tasks
	Displays any scheduled tasks that exist for the work order.

	Sub Work Orders
	Displays a listing of all sub work orders that are associated with the primary work order. Clicking a work order number opens a detailed view of that work order.

	Supplies
	Displays a list of supplies used in the completion of the work order. The pane only includes received supplies. Ordered and estimated supplies are not displayed here.

	Work Order
	Contains a summary of work order data. The data is divided into Main, Tasks, and User Defined tabs.






[bookmark: _Toc417561866][bookmark: _Toc422218415]Command Centers
Command center programs function as centralized, consolidated resources for accessing and processing information from your organization’s Munis database. The programs apply all role-based permissions related to the Munis programs and information that they access. 

[bookmark: _Toc383414148][bookmark: _Toc417561867][bookmark: _Toc422218416]Budget Command Center 
The Budget Command Center consists of the Budget, Project Ledger, or Performance Based pages. Each page displays a different type of budget-related information.

The Budget page 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 ribbon on the Accounts tab facilitates account maintenance and inquiry.
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The ribbon on the Project Ledger page features buttons that open Munis programs used for processing project budget packages.
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The Performance Based page consists of a ribbon that provides buttons that access Performance Based Budgeting programs. 
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[bookmark: _Toc367886009][bookmark: _Toc417561868][bookmark: _Toc422218417][bookmark: _Toc383414149]Expenditure Command Center
Expenditure Command Center consists of the Expenditures Activity, Purchasing, Accounts Payable, Vendors, and Accounts pages. Each page displays information about a specific type of expenditure transaction. 

The Expenditures Activity page provides a search box that can be used to find checks, invoices, contracts, contract line items, purchase orders, purchase order line items, and requisitions. The records displayed on the Expenditures tab as the result of a successful search are drawn from your Munis database. The options for each record allow you to access a variety of information, such as a detailed view of the records or the associated vendor record.
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The Overview tab provides a consolidated, graphical view of the expenditure transactions that exist in your Munis database. For more information regarding the tab, refer to the Overview Tab section of the Expenditures Central program in this document.

The Purchasing page contains tabs for requisition, contract, bid, and purchase card information. The buttons on the ribbon of each tab open Munis programs that allow you to maintain records. For example, when you select the Contacts tab, the ribbon refreshes to display buttons that open Munis Contract Management programs. 
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The Accounts Payable page consists of an Invoices tab, a Disbursements tab, and a PCards tab. The ribbon options for these tabs open various Munis programs used to maintain accounts payable data.
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Use the Vendor page to view and maintain vendor information on the Vendors and 1099s tabs.
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The Accounts page is an interface for the GL Account Central program. When you click Accounts, the Expenditure Command Center screen refreshes to display the Accounts and My Filters panes from the GL Account Central program. Refer to the Account Central section of this document for more information. 
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[bookmark: _Toc417561869][bookmark: _Toc422218418]Financial Command Center 
The Financial Command Center is made up of the General Ledger, Project Ledger, Expenditures, Accounts Receivable, Checks, or Fixed Assets pages. Each page includes a variety of financial information drawn from your Munis database.

The General Ledger page 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.
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The Project Ledger page consists of a Projects tab and a Journals tab. The ribbon options for these tabs open Munis programs used to maintain project ledger data.
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The Expenditures page is an interface for the Expenditure Central program. For information about how the page functions, refer to the Expenditure Central section of this document. 
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The Accounts Receivable page provides buttons that open programs used to process accounts receivable records.
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The Checks page 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.
[image: ]

The Fixed Assets page contains buttons that open fixed asset processing and reporting programs. In addition, the Setup group on the ribbon provides access to Munis programs that create and maintain fixed asset codes and settings. The Workflow group includes buttons that open Munis programs that define and process workflow business rules. 
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[bookmark: _Toc417561870][bookmark: _Toc422218419]Work Order Command Center
The Work Order Command Center consists of a single page from which you can view work order information and run a variety of Munis Work Orders programs. For information about how the work order search functions, refer to the Work Order Central section of this document.
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[bookmark: _Toc416095974]Appendix B- Find and Reverse a Payment – Batch has not been posted.  
· Objective
This document provides instructions for finding and reversing a payment within a payment batch that has not been posted. 
· Overview
If a mistake is found within a payment entry batch, you must reverse the payment and reenter the payment correctly. Munis does not allow for a payment to be deleted or modified. This is an audit control that accounts for all transactions within the payment batch.
· Prerequisites
Before you can successfully complete this process, you must ensure that roles granting the necessary permissions have been assigned to your user account. If the roles have not been established, contact the system administrator to have them updated or added into the Munis system.

Confirm the following:

1. You have permission to enter accounts receivable payments.
2. Payment reversal codes are established.
3. You have the receipt number from the batch report of the payment to reverse.


· Procedure
Use the following steps to reverse a payment for a payment batch that has not been posted:

Open the Payment Entry program.
General Revenues > Payment Processing > Payment Entry
[image: ]

Click Browse to display the Payment Entry batches screen and the list of current batches.
[image: ]
1. Double-click a batch record for which to reverse a payment, or click the record and then click Accept.
2. Click Output-Release to reverse the release for the payment batch.
[image: ]

3. On the message screens, click Yes to change the status to unreleased and then click OK to return to the main screen.
 [image: ] [image: ]
4. The batch status is updated to unreleased.
[image: ]
 
5. Click View-Rev.
The program displays the list of receipts in the selected batch.
[image: ]

6. Double-click the receipt to reverse, or highlight the record and click Accept. 
[image: ]

7. The program displays the Payment History screen.
 [image: ]
8.Click Reverse.
The program displays the Payment Reversal screen.
[image: ]

9. Complete the Payment Reversal details. 
	Field
	Description
	Jefferson County

	General

	Reason
	This list indicates the reason you are reversing the receipt.
Payment reversal reasons are established in Accounts Receivable Miscellaneous Codes.
	

	Transfer To

	Year
	This box specifies the bill year for the bill to which to transfer the charge, if applicable.
	

	AR Category
	This list indicates the accounts receivable (AR) category for the bill to which to transfer the charge, if applicable.
	

	Bill
	This box identifies the bill number for the bill to which to transfer the charge, if applicable.
	


10. Click Accept. The program reverses the payment by adding an additional negative receipt and displays a reversal confirmation message.













11. Click OK.
The program updates the status of the payment record on the Payment History screen to reversed.
[image: ]

      To view the receipt with all other payments entered, close the Payment History screen and on the Payment Entry screen, click View-Rev to display the reversal with the other payments. Note that the program updates the Paid By box with the reversal transaction and the original receipt number.
















· Results
The payment entered in error has been reversed. Both transactions, the original receipt and the reversal receipt, are accounted for within the payment entry batch. The original receipt that was reversed will now have the Reversed check box selected, indicating that the receipt was reversed.
· Status Change
There is no status change as a result of this action.
· GL Impact 
When reversing a payment, the general ledger entry is the exact opposite of when the payment was entered, thereby making zero (0) the total of the combined transactions. 
· What’s Next?
After reversing a payment, proof and release the batch by clicking the Output-Rel button in Payment Entry.
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0.00 0.00 0.00 55.00 $137.50 0.00 0.00
Costof gty onhand  Cost Cost xfer in Quantity issued Cost of aty issued Minimum aty on hand o er: G imes countad
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Sublocation Entry Date I Exclude Non-Perishable Items? @ Yes O No

Item Number Ordering Dept 0 item(s) selected Clear v

Type Reason Code 0 item(s) selected Clear v

Reset Close

Transaction | Type | Entry Date A | Entered By |Item | Item Description | warehouse |WO |UOM | Cost/Price | Quantity | Total

1 Adjustment 02/26/2013  todd.bolduc 2511 7.5 26.1 - SCFM @ 100-PSIG 80 GALLON 1 CENTRAL WAREHOUSE EACH 570.95 -95.00 -54,240.

1 Receipt 02/12/2013  todd.bolduc 2511 7.5 26.1 - SCFM @ 100-PSIG 80 GALLON 1 100 INDUSTRIAL PARK ROAD EACH 2.50 55.00 137.50

2 Receipt 11/07/2008 mmorrill 2511 7.526.1- SCFM @ 100-PSIG 80 GALLON 1 CENTRAL WAREHOUSE EACH 565.00 10.00 5,650.0C

1 Receipt 11/07/2008 mmorrill 2511 7.526.1- SCFM @ 100-PSIG 80 GALLON 1 CENTRAL WAREHOUSE EACH 568.00 2.00 1,136.0C

[ Receipt 11/07/2008 mmorrill 2511 7.526.1- SCFM @ 100-PSIG 80 GALLON 1 CENTRAL WAREHOUSE EACH 610.00 1.00 610.00

4 Adjustment 04/18/2008 mmorrill 2511 7.526.1- SCFM @ 100-PSIG 80 GALLON 1 CENTRAL WAREHOUSE EACH 571.22 -5.00 -2,856.1 |
3 Receipt 04/18/2008 mmorrill 2511 7.526.1- SCFM @ 100-PSIG 80 GALLON 1 CENTRAL WAREHOUSE EACH 233 5.00 11.65

2 Adjustment 04/18/2008 mmorrill 2511 7.526.1- SCFM @ 100-PSIG 80 GALLON 1 CENTRAL WAREHOUSE EACH 571.22 -3.00 -1,713.6

1 Issue 04/18/2008 mmorrill 2511 7.526.1- SCFM @ 100-PSIG 80 GALLON 1 CENTRAL WAREHOUSE EACH 571.22 -5.00 ,856.1

[ Receipt 04/18/2008 mmorrill 2511 7.526.1- SCFM @ 100-PSIG 80 GALLON 1 CENTRAL WAREHOUSE EACH 610.00 100.00 61,000.C

1 Issue 04/11/2008 mmorrill 2511 7.526.1- SCFM @ 100-PSIG 80 GALLON 1 CENTRAL WAREHOUSE EACH 86.53 -50.00 -4,326.4

[ Receipt 04/11/2008 mmorrill 2511 7.526.1- SCFM @ 100-PSIG 80 GALLON 1 CENTRAL WAREHOUSE EACH 4.99 50.00 249.50

n Rarsint 11/21/2007  munic 2511 789A1-GCFM @ 100-DGIG 80 GAIION T CENTRAI WAREHOIISE FACH 575 00 anon 17950 1Y)

Total Quantity (Issued/Received/Adjusted/Transferred) 115.00

Cost of Items (Issued/Received/Adjusted/Transferred) $33,060.54
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