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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 These materials are confidential, unpublished works of Consultant and are provided contingent on Client’s agreement that the materials will be treated as Confidential Information as defined in the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.



[bookmark: _Toc295812624][bookmark: _Toc415131683][bookmark: _Toc279054776]Vendors	                                                                                                       
Objective
This document provides instructions for adding a new vendor to the Vendor program in Munis Accounts Payable. It is intended for those responsible for maintaining vendor records for use in the Munis Accounts Payable and Purchasing programs. 
Overview
The Vendors program maintains the vendor records used by Munis Accounts Payable and Munis Purchasing programs. Default values such as purchasing and payable delivery methods, EFT bank information, 1099 codes, and discounts can be stored in the vendor record. 
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 menu access to the Vendors program. 
You have one of the following Accounts Payable vendor permissions to maintain the vendor file:
Yes – You can add, update, or delete vendor records. 
Update – You can update existing vendor records, but you cannot add or delete records. 








Procedure
Use the following steps to add a new vendor record:
Open the Vendors program.
Financials > Accounts Payable > Vendor Processing > Vendors
[image: ]
Click Add.
Complete the fields according to the following table to establish a vendor record.
	Field
	Description
	Jefferson County

	General Vendor Information

	Vendor
	This box provides a unique vendor number. Enter a vendor number or click +1 to automatically assign the next available vendor number.
	

	TAB past Entity
	This box indicates the entity for the vendor. 
	Jefferson County is not using.  This is for County and School Districts.

	Alpha
	This box provides the sort field by which you can search for vendors. 
	

	Type
	This list indicates the vendor type. These codes are user-defined and can be established in Accounts Payable Miscellaneous Codes.
	

	Status
	This list identifies the vendor’s current status: 
· Active – An established vendor available for use in any Munis module.
· Inactive – Vendor is current no active. The program provides a warning indicating the vendor is inactive upon selection in invoice entry.
· One-Time-Pay – Vendor number is used one time to pay multiple recipients.
· Stop – Vendor not accepted for invoice entry. 
· Temporary - Vendor is only to be used for a short period of time, and then deleted.
· Bidder- Vendor is not yet an established vendor, but only a bidder. A bidder status does not prohibit entry of purchase orders and invoices.
· Self-Service- A potential vendor that has added their information using Vendor Self Service, and should now be reviewed and made active when all required information has been gathered.
	

	Reason
	This list provides a reason for the vendor’s status. These are user-defined and established in Accounts Payable Miscellaneous Codes.
	

	Audits

	Entered
	This indicates the date the vendor record was added. The program completes this value; it is display-only.
	

	Modified
	This is the date that this record was last updated. The program completes this value; it is display-only.
	

	By
	This is the user ID of the person who most recently updated this record. The program completes this value; it is display-only. 
	

	Change Set
	The Change Set list contains the status of the current change set for the vendor record. A change set lists all of the updates and additions made to the vendor record by your most recent modifications, and the original values. 
For example, if you update the vendor's ZIP code and FID number, the change set lists the ZIP code and FID number, their original values, and the new values.
Available statuses are:
Unreleased - The change set has not been released to workflow. 
Pending - The change set has been released to workflow, and is awaiting approval. 
Approved - The change set has been approved, but has not been written to the vendor record. This typically occurs when you enter a date in the future as the effective date on the Changes Effective Date screen. The Changes Effective Date screen is only available when your organization has established a vendor modification business rule (VIA, VIU, VEA, or VEU). 
Current - The change set has been applied to the vendor record, and no changes are waiting to be written to the vendor record. 
If your organization does not use vendor modification business rules, the Change Set list only displays the Current status, as all changes are immediately applied to the vendor record.
You can click the folder button next to the Change Set list to open the Vendor Changesets screen, which allows you to view change set information, perform change set workflow actions, and define a schedule for processing pending change sets.
	

	Main Tab
	

	Contact Information 

	Company Name
	These boxes contain the name of the vendor that prints on the check. The default value is what was entered in the Alpha field, but you can change this, as necessary. 
	

	DBA
	This box indicates the doing-business-as (DBA) name, if applicable, for this vendor.
	

	Address
	These boxes provide the current vendor address. If there is more than one address for a vendor, use the Remits option on the General tab to maintain the additional addresses. 
	

	Zip Code
	This is the ZIP Code™ for the current vendor address. 
	

	City
	This is the city of the current vendor address. 
	

	State
	This is the state of the current vendor address Enter the two-character state code. 
	

	Country
	This indicates the country code for any vendors residing outside of the United States. 
	

	Foreign Entity
	This check box, if selected, indicates that the vendor is a foreign entity
	

	Email
	This box provides the vendor’s email address. This is the email address used to send purchase orders if email is the default delivery method for purchasing. Additional email addresses can be stored with remittance addresses, if applicable.
	

	WWW
	This box provides the vendor’s Web address, if applicable. 
	

	Identification

	SSN
	This box contains the vendor’s Social Security number, if they require 1099 records. 
	

	FID
	This box contains the vendor’s federal identification number if they require 1099 records.
	

	DUNS
	This box identifies the 9-digit DUNS number assigned to the vendor organization
	

	Vendor Alerts

	
	This group displays active alerts for the selected vendor.
	



Main Tab On-screen Options	
	Option
	Description
	Jefferson County

	Contact Information

	Addresses
	Allows you to view or add addresses for the selected vendor. 
	

	Comments
	Maintains general comments for the selected vendor.
	

	Additional

	Performance 
	Allows you to add or view performance information for the selected vendor. 
	

	Commodity
	Displays commodity details for the selected information. 
	

	P-Card Transactions 
	Displays P-card transactions for the selected vendor. This button is only available if purchase card statement records exist. 
	



General Tab
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	Field
	Description
	Jefferson County

	Terms
	

	Discount Percent
	This box indicates the discount percentage to default when this vendor is selected for a requisition, PO, or AP invoice entry. 
	

	Days to Discount
	This box indicates the number of days within which the invoice must be paid to qualify for the vendor discount.
	

	Minimum Order
	This box specifies the minimum order amount that this vendor allows. This is informational only.
	

	Days to Net
	This box indicates the number of days allowed from the invoice date to pay the full invoice. The due date is calculated when entering an invoice for this vendor by adding this number of days to the invoice date entered.
	

	Freight Term/Meth
	The box identifies the vendor’s usual method of shipping. This information is the default method entered when the vendor is selected in Requisition Entry.
	

	Freight Percent
	The box identifies the percentage to use as the default value when this vendor is selected in Requisition Entry.
	

	Default Tax Information

	Use Tax Vendor
	This check box, if selected, indicates that use tax applies to this vendor. 
	

	Use Tax Group
	This box identifies the use tax group that applies to the vendor. The box is available if the Use Tax Vendor check box is selected. 
	

	Sales Tax Group
	This box identifies the sales tax group rate that applies to this vendor.

	

	Banking Information

	Bank
	This list provides the vendor’s bank information if remitting payment using electronic fund transfer (EFT). These codes are established in the Bank Codes program.
	

	Routing Number
	This box provides the vendor’s bank’s routing number as established in the Bank Code table. The program completes this value according to the bank code entered. 
	

	Account
	This box contains the vendor’s account number.
	

	Type
	This list indicates the bank account type: Checking or Savings.
	

	AP Retainage

	Status
	This option indicates the vendor’s retainage status:
Always Retain - Retain the amount specified in the Accounts Payable Settings program for every invoice to this vendor.
Never Retain - Never withhold funds for this vendor’s invoices.
Retain on threshold values - Retain amounts according to the value of the General Retainage Percent box in the Accounts Payable Settings program. Only single invoices that exceed the threshold will be retained.
	

	IRS Information

	1099 Vendor
	This check box, if selected, identifies this vendor as requiring 1099 action.
	

	Default
	This is default 1099 code for this vendor. This field is only accessible if the 1099 Vendor check box is selected. Vendor 1099 codes are established in the Accounts Payable Miscellaneous Code program.
	

	1099 Withholding
	This check box, if selected, directs the program to withhold 1099 retainage for this vendor. This field is only accessible if the Vendor 1099 flag is selected. 
	

	Subject to Federal Withholding
	This check box, if selected, indicates that the vendor is subject to federal withholding. Use this check box as search criteria to identify all vendors who are subject to federal withholding. This field is included in vendor reports. 
	

	W-9 Sent
	This check box, if selected, indicates that a W-9 form has been sent to this vendor.
	

	W-9 Received
	This check box, if selected, indicates that a W-9 form is on file for this vendor.
	

	Payment Receipt

	Method
	This option identifies the vendor’s preferred payment method:
1. Printed Check
2. Electronic Fund Transfer (EFT) Jefferson may use at a later date.
3. Active Card Integration (ACI)
4. Direct Disbursement
	

	Pre-note
	This list indicates if a check or invoice prenote is required for this vendor.
This field is only accessible when EFT is selected as the payment receipt method.
The default value is None if the payment method is Printed Check.

Select Prenote Check to generate a test ACH file for the vendor. Once the ACH file is created, the default value for this box becomes None, and you can no longer access this box.
	

	ACH Override

	ID Number
	This box contains an override ID number for an automated clearinghouse (ACH) file.
	

	Name
	This box contains an override name for an automated clearinghouse (ACH) file, record 6. If data is entered in the Override fields, it replaces the default information in the ACH vendor file.
	

	Purchasing Delivery Method

	
	These check boxes indicate the vendor’s preference for PO delivery. 
If email is selected, the Email Address box on the Contacts tab must contain a valid email address. 
These check boxes are not accessible when the vendor status is one-time pay. 
	

	Payables Delivery Method

	
	These check boxes indicate the vendor’s preference for payable delivery.
If e-mail is selected, the Email Address box on the Contacts tab must contain a valid email address.
These check boxes are not accessible when the vendor status is one-time pay. 
	



Miscellaneous Tab
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	Field
	Description
	Jefferson County

	Default Allocation Information

	Default Account
	This box identifies the account type and general ledger account number for this vendor.  When this vendor is selected for a requisition, PO, or invoice entry record, this account is the default value.  
	

	Default Allocation Code
	This box provides a default allocation code to be associated with this vendor. When this vendor is selected in requisition, PO, or invoice entry record, this allocation code is the default value. 
	Jefferson may use at a later date

	Additional

	Class
	This list identifies a vendor class code. These user-defined codes are established in Accounts Payable Miscellaneous Codes. 
	

	Performance
	This list identifies a vendor performance code. These user-defined codes are established in Accounts Payable Miscellaneous Codes.
	

	Geographic
	This list is a vendor geographic code. These user-defined codes are established in Accounts Payable Miscellaneous Codes.
	

	County Code
	This list indicates a county code in which the vendor is located. These codes are established in Accounts Payable Miscellaneous Codes.
	

	AR Customer
	This box identifies the vendor’s Account Receivable customer number should they also be included in the Accounts Receivable table.
	

	Separate Checks
	This check box, if selected, directs the program to use a separate check should more than one invoice exist in a check run for this vendor.
	

	Include Documentation
	This check box, if selected, indicates that documentation will be included with checks created for this vendor. This separates vendor checks from the standard sort when this option is selected.
	

	Notify Vendor on Self-Service Updates
	This check box, if selected, directs the program to send the vendor e-mail notifications when the vendor’s profile is changed using Vendor Self Service. The program also sends the vendor an e-mail when they submit or retract a bid. The e-mail is sent to all of the vendor’s listed e-mail addresses.
	

	Allow Duplicate Invoice Numbers
	This check box, if selected, indicates duplicate invoices are allowed for this vendor. This option must also be selected in the Accounts Payable Settings program to be applicable. 
	

	Allow Blank Invoice Numbers
	This check box, if selected, indicates blank invoices are allowed for this vendor. This option must also be selected in the Accounts Payable Settings program to be applicable.
	

	E-Verify Affidavit Validated 
	When selected, this check box indicates that the vendor’s E-Verify affidavit have been received and validated. 
	

	Payroll Employee
	If the vendor is also an employee, this box stores their Munis payroll employee number.
	

	Payroll Hire Date
	This box identifies the employee’s hire date, which is used by the payroll new hire report.
	

	DOB
	This box provides the vendor’s date of birth.
	

	Gender
	The value of this list defines the vendor's gender. Gender codes are created in the Accounts Payable Miscellaneous Codes program.
	

	Ethnicity
	This is the vendor's ethnicity. Ethnicity codes are created in the Accounts Payable Miscellaneous Codes program.
	

	Minority Business Information

	
	This group displays the vendor's minority business status information when the Minority Business Enterprise check box is selected.
The information is maintained by clicking the Modify Classifications option. The option is only available to users who have been assigned the Maintain Vendor Certification Information permission in Accounts Payable Roles.
	

















E-Procurement Settings Tab
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	The E-Procurement Settings tab is not visible until your organization selects the Use Individual Vendor's Settings check box in the E-Procurement Settings pane of Purchase Order Settings. Successful use of the e-procurement feature also requires that your site use Vendor Self Service.
Access to specific vendors' e-procurement features can be restricted in the Purchase Orders Roles program.

	Encryption Protocol

	Type
	This list controls the encryption protocol type when you use the e-procurement feature for the current vendor.
Leaving the list blank causes the system to use the Transport Layer Security 1.0 (TLS) encryption protocol when attempting to reach the vendor's website. If this protocol fails, the program attempts to use the Secure Socket Layer 3.0 (SSL) protocol.
If you select Transport Layer Security 1.0 (TLS) from the list, the program uses that protocol only.
If you select Secure Socket Layer 3.0 (SSL) from the list, the program uses that protocol only.
	

	Requisition Punchout Credentials

	Test URL/User ID/Password
	These fields contain the test URL, user ID, and password for your organization's account with the vendor's e-procurement site during requisition creation using the vendor's online shopping cart feature.
The Test value is intended for use in your organization's Test environment. You cannot have both a Test and Production credential active at the same time.
	

	Production URL/User ID/Password
	These fields contain the test URL, user ID, and password for your organization's account with the vendor's e-procurement site during requisition creation using the vendor's online shopping cart feature.
The Production value is intended for use in your organization's Production environment. You cannot have both a Test and Production credential active at the same time.
	

	PO Submission Credentials

	Test URL/User ID/Password
	These fields contain the test URL, user ID, and password for your organization's account with the vendor's e-procurement site during submission of a purchase order.
The Test value is intended for use in your organization's Test environment. You cannot have both a Test and Production credential active at the same time.
	

	Production URL/User ID/Password
	These fields contain the test URL, user ID, and password for your organization's account with the vendor's e-procurement site during submission of a purchase order.
The Production value is intended for use in your organization's Production environment. You cannot have both a Test and Production credential active at the same time.
	

	Custom Data Mapping
	Clicking this option opens the Vendor E-Procurement PO Submission Custom Data mapping screen. The screen allows you to enter custom mapping values for the XML tags used during e-procurement purchase order submissions.
	









Contacts Tab
[image: ]															
	Field
	Description
	Jefferson County

	Type
	This list determines the contact type.
Contact type codes are maintained in the Accounts Payable Contact Types program.
	

	Name
	This box provides the name of the vendor contact or representative who should be available for inquiry. 
	

	Description
	This box provides a description or title for the contact.
	

	Telephone
	This box contains the primary telephone number for this contact.
	

	FAX
	This box contains a fax number for this contact.
	

	Email 
	This box provides an email address for the contact. This is not where purchase orders will be delivered; this address is only for the contacting the identified representative. 
	



User Defined Tab – Jefferson can use at a later date but is not using at Go Live
This tab identifies the user-defined fields that are created by your organization in the User Defined Fields program. This tab is only accessible if your organization has created user-defined fields. 
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	Field
	Description
	Jefferson County

	Field Name
	This is the screen label for the user defined field.
	

	REQ
	This determines whether or not the user defined field is required or not. A check here indicates this is a required field.
	

	Value
	This contains the value for the user defined data. These can be created in the User Defined Fields program.
	

	Code Description
	This displays the description for the value entered.
	

	Type
	This is the field data type: 
1. C - Code 
1. D - Date 
1. N - Numeric 
1. X - Character 
	



Certifications Tab
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	Field
	Description
	Jefferson County

	
	The Certifications tab displays the vendor's current certifications. The first table displays the types and numbers of the vendor's certifications. Clicking a certification type in the first table displays all of the certifications the vendor possesses in the second table.
The second table lists any generated expiration notices and their generation dates in the 30, 60, and 90-day fields. This allows Munis users to retain an audit record of the days the notifications were generated.
Vendors can enter their certification information using Vendor Self Service, or a Munis user can enter the certifications manually in this program.
	





Insurances Tab
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	The Insurances tab lists all of the insurance information that has been entered for the vendor. The information is divided and counted by type. In order to access the Modify Insurances or Duplicate options, your user role must be assigned the Maintain Vendor Insurance Certificates permission in Accounts Payable Roles. Vendor insurance information can also be entered in Contract Entry as part of a contract record. If insurance information is entered in Contract Entry, it also appears in the Insurances tab of the Vendors program. Alternatively, insurance certificates can be entered using the Vendor Insurance Certificates program.

	Type
	These columns indicate the number of insurances of each type the vendor possesses. Click a type to refresh the second table to display only certificates of that type. 
	

	# of Insurances
	
	

	Carrier
	These columns contain the various details of the insurance certificates of the type selected in the first table. If you have permission to modify insurance certificates, you can add and update the certificates listed here.
	

	Carrier Name
	
	

	Agency
	
	

	Agency Name
	
	

	Agent
	
	

	Type
	
	

	Type Description
	
	

	Policy
	
	

	Issue Date
	
	

	Expiration Date
	
	

	Notes
	
	

	Amount
	
	

	90-Day Notification
	The check boxes in these columns indicate whether the expiration warning notifications have been sent to the vendor. The notifications are sent based on the entered expiration date for the certificate. In order to send notifications, you must run the Vendor Insurance Certificate Expiration program. When you run the program, it automatically updates the values of these check boxes. You cannot manually update the check boxes. 
	

	60-Day Notification
	
	

	30-Day Notification
	
	

	Expiration Notification
	
	








Withholding Tab
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	Withholding Type
	Contains the withholding type code, which is defined in the Withholding Types program. 
	

	Waived %
	Defines the percentage of withholding that is waived for the vendor, if applicable. 
	

	Waived Reason
	If you enter a waived percentage, you must complete this box with the reason for the waiver. 
	

	Active
	Indicates whether the withholding type is currently active or not. 
	

	Inactive Reason
	If you select No from the Active list, you must enter a reason for the deactivation in this box. 
	

	Information

	Effective Date
	These fields display the default values from the withholding type code, and you cannot change them here. In order to change the values, you must alter the withholding type code. 
	

	Withholding Percentage
	
	

	Type is Active
	
	

	Minimum/Maximum Threshold
	
	

	Description
	
	

	Amounts

	
	These boxes display the withholding amounts accumulated for the vendor. 
	


Click Accept to save the record.
If a vendor has additional addresses, click Addresses on the Main tab to create and store the additional addresses. 
This opens the Vendor Addresses screen.
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Click Add on the ribbon.
Complete the fields, as required, using the following table as a guide.  
	Field
	Description
	Jefferson County

	Remit Address

	Address Number
	This box assigns a unique address number for this vendor. Click +1 to automatically assign the next available address number.
	

	Type
	This list defines the vendor’s type code. Type codes are created in the Accounts payable Miscellaneous Codes program and are used to group vendors for reporting purposes or to restrict access based on user role.
	

	Alpha
	This box contains the sort field by which users should search for vendors. The program completes the default value according to the active record in the Vendors program. 
	

	Company Name
	This box contains the name of the vendor that prints on the check when this remittance address is selected. The program completes the default value according to the active record in the Vendors program, but you can change this, as necessary. 
	

	Address
	These boxes contain the street and or PO box details for this remit address. 
	

	Zip Code
	This box contains the ZIP Code™ for the vendor address.
	

	City/State
	These boxes contain the city and state for the vendor address. Use the two-character state code. 
	

	County
	This list indicates the county in which the contact is located.
	

	Country
	This box identifies the country if the vendor address is outside the United States. This is informational only.
	

	Fax
	This is vendor fax number, if this differs from the fax number entered on the main vendor record. 
	

	Email
	This box contains a vendor e-mail address, if this differs from the e-mail address entered on the main vendor record. 
	

	DUNS
	This box identifies the 9-digit DUNS number assigned to the vendor organization, if this differs from the DUNS number entered on the main vendor record. 
	

	Active
	When selected, this check box indicates that the address record is active for the vendor. Clear the check box to deactivate the address, which prevents the address from appearing on transaction records. 
	

	Purchasing Delivery Method

	
	These check boxes specify the vendor’s purchasing delivery method for this remittance address. The remittance address selected on a requisition or purchase order determines the email address to which purchase orders are sent.
	

	Payables Delivery Method

	
	These check boxes specify the vendor’s payables delivery method for this remittance address.
	

	Payment Information

	Payment Receipt Method
	This option identifies the vendor’s preferred payment method:
Printed Check
Electronic Fund Transfer (EFT)
Active Card Integration (ACI)
	

	Prenote
	This list indicates if a check or invoice prenote is required for this vendor.
This field is only accessible when EFT is selected as the payment receipt method.
The default value is None if the payment method is Printed Check.

Select Prenote Check to generate a test ACH file for the vendor. Once the ACH file is created, the default value for this box becomes None, and you can no longer access this box.
	

	Bank
	This list provides the vendor’s bank information if remitting payment using electronic fund transfer (EFT). These codes are established in the Bank Codes program.
	

	Routing Number
	This box provides the vendor’s bank’s routing number as established in the Bank Code table. The program completes this value according to the bank code entered. 
	

	Account
	This box contains the vendor’s account number.
	

	Type
	This list indicates the bank account type: Checking or Savings.
	


Click Accept, and then click Return on the Munis ribbon to return to the main vendor screen.
Results
The vendor record has been saved to the system. This vendor is available for use in Purchasing, Bidding, Contracts, and Accounts Payable programs. 
Other Munis Modules Impact
This vendor is available for use in Purchasing, Bidding, Contracts, and Accounts Payable modules.
What’s Next?
These vendors may be utilized in Munis transactions where required. Any changes to vendor information can be made by clicking Update on the ribbon and modifying the available fields, as necessary. When update vendor details are updated and changes saved, the program updates the 
value of the Last Changed Date box with the date of the changes, and also indicates the user ID of the user who made the change. 

[bookmark: _Toc415131684]Requisition and Purchasing Process – Purchase Order
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Requisition and Purchasing Process – Contract
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[bookmark: _Toc279127000][bookmark: _Toc415131685]Requisition Entry 	   			                        
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	
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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. 
	

	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.
	




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.
	



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.
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
 
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. 
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. 
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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. 

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]Requisition Approval	
Objective
This document provides instruction for approving released requisitions. It is intended for personnel responsible for approving requisitions.  Jefferson County is routing workflow according to the flowcharts located on page 25 and 26.  
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. 
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.


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. 
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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.
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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.
Results
Depending on the action selected for each record, the status results differ. 
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.
GL Impact 
There is no impact on the general ledger accounts at this time.
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: _Toc279127002][bookmark: _Toc415131688]
Requisition Conversion	
Objective
This document provides instructions on how to convert a requisition into a purchase order or contract. 
Overview
When a requisition has been entered into Munis, you have requested funds to purchase goods or services.  As soon as an expense account has been allocated to a requisition, the funds are pre-encumbered in the general ledger account. When the requisition is released, it goes through an approval process. If the approval is successful, the requisition is converted into a purchase order. This document assumes that a requisition has been approved, and reviews the necessary steps of converting a requisition to 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.

Confirm the following:

A requisition has been created and released for approval in the Requisition Entry and Requisition Approvals programs.
For Munis Workflow, appropriate Workflow business rules and permissions exist. 

Procedure
Use the following steps to convert an approved requisition into a purchase order or contract: 
1. Open the Requisition Conversion program.
Financials > Purchasing > Purchase Order Processing  > Requisition Conversion
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1. Click Search.
The program displays the Find Criteria screen.
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1. Complete one or more of the fields to identify the requisitions to convert, and then click Accept.
The program displays a list of requisitions available for conversion.
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Click Batch to change the batch number.
Click Sort to sort the displayed requisitions by a variety of values.
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Click Select. 
The program makes the Code list available for update. 
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Identify each requisition as Approve, Reject, or Export.
Update the Convert To box, if required.
The originator of the requisition has the ability to request the requisition be converted to a contract or to a purchase order. This information is the default value for the Convert To box. Purchasing staff can change this, as necessary, by selecting either Purchase Order or Contract from the list.
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Once you have applied a code to each requisition, click Accept on the ribbon.
Click Process. 
Approved requisitions are now purchase orders (or contracts, if applicable) under the batch number you had designated during the conversion process. The requisitions identified Reject have been rejected and can be reactivated and resubmitted through the Requisition Entry program. 

Converted requisitions have one of two statuses: 0–Converted or 1–Rejected. In the Purchase Order Entry program or Contract Entry Program, converted requisitions have the status of 4–Allocated. 

The Merge Split option provides the option of combining or dividing the requisitions by vendor, or by vendor and department. This utility is useful if a requester has requisitioned items that must be ordered from more than one vendor (for example, an office supply vendor and a cleaning supplies vendor). Merge Split can also be used to combine requisitions from multiple departments into one purchase order for ease of processing (for example, if three departments’ requisitions all contain items to be ordered from the same vendor, you may merge them into one purchase order).
Results
The requisitions are converted to a purchase order or a contract. The converted requisitions can be accessed in the Purchase Order Entry program or the Contract Entry program, and then released for approval. 
Status Change
The requisitions that have been processed now have one of two statuses: 0–Converted or 1–Rejected. In the Purchase Order Entry program or Contract Entry program, you will find the converted requisitions with a status of 4–Allocated. 
GL Impact
The general ledger pre-encumber amounts are shifted from the requisition column to the encumbrance column within the GL Account Inquiry program.



[bookmark: _Toc279127003][bookmark: _Toc415131690]Purchase Order Posting and Printing/Distribution	
Objective
This document provides instructions on for posting purchase orders converted from requisitions to the general ledger. In Purchasing Setting there is an option to allow auto posting of purchase orders. By using this functionality available in Munis it will save an additional step from going into the batches and posting each batch.  If at any time you would like to post batches individually instructions are included and this box can be unchecked. It also provides instructions on how to print, reprint, or otherwise distribute purchase orders electronically to vendors. It is intended for personnel responsible for posting and printing purchase orders in Munis.
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Once you have converted your purchased orders, they will automatically be posted to the General Ledger.  Jefferson County will still need to print the Purchase Orders.
Overview
Once posted, purchase orders are printed using the Print POs program. Purchase orders will be exported to an XML file for use with Tyler Forms software. The Tyler Forms software will create the purchase order image. This image is then sent by e-mail to the originator of the requisition, attached automatically to the purchase order record in Munis, and either printed, e-mailed, or sent by fax to the vendor according to the vendor’s specified preference.  
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 Purchase Order Settings program is updated for printing.  
The appropriate permissions are established for your user ID.  
Department codes are established. 
Vendor records are complete in the Vendors program. 
Results 
The purchase order is posted to the general ledger, and is available for printing and distribution. 
Status Change
The posted purchase orders can now be accessed in the Purchase Order Change Orders or Purchase Order Inquiry program. The status of a posted PO is 6–Posted. 
GL Impact
The resulting general ledger journal (with journal source POE) will create an encumbrance journal for the expense account, debit the encumbrance control account, and credit the reserved for encumbrance control account for the amount of the encumbrance. 


 Printing/Distributing POs
Use the following steps to print, reprint and/or electronically distribute purchase orders:
1. Open the Print Purchase Orders program.
Financials > Purchasing > Purchase Order Processing  > Print Purchase Orders
[image: ]
1. Click Export POs to create an XML file to be used with the Tyler Forms purchase order form. 
The program displays the Export POs screen.
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1. Click Define in the Menu group of the ribbon. 
1. Complete the fields, as required, using the following table as a guide.  
	Field
	Description
	Jefferson County

	Selection Definitions

	Execute This Report
	This list allows you to use Munis Scheduler to process the import.
Select Now to process the import immediately. 
This selection does not utilize the Munis Scheduler features. 
Select In Background (now) to process the import a single time, using the event log and e-mail notification features. 
Select At a Scheduled Time to establish when the import runs. 
This selection also includes event log and e-mail notification features. 
	

	POs
	This option determines the type of purchase orders to print:
Print indicates purchase orders are being printed for the first time and either printed on paper, or sent to a TylerForms form for electronic distribution; Reprint indicates purchase orders are being reprinted; Cancelled indicates purchase orders have a status of cancelled
	

	Print ‘REPRINT’ on PO
	This check box, if selected, causes the program to print the word “REPRINT” on the first detail line of the report.
This is an optional field. 
	

	Send W-9 to Vendor
	This check box, if selected, directs the program to automatically send a W-9 to the vendor.
	

	Include 1099 for Non-1099 Vendors
	This check box, if selected, directs the program to send a W-9 to the vendor regardless of whether the 1099 Vendor check box is selected in the Vendors program. 
This check box is available if the Send W9 to Vendor check box is selected.
	

	Include PO Numbers
	These boxes determine the range of purchase orders to print or reprint. The default values, 00000000 to 99999999, include all purchase orders. 
	

	Fiscal Year
	This box indicates the fiscal year of the purchase orders to be printed.
This is an optional field. 
	

	Department/
Location
	This list indicates the department associated with the purchase orders being printed.
This is an optional field.
	

	Processing

	Records Selected
	This box displays the number of records selected for processing. The program completes this value; this is a display-only field.
	

	Records Printed 
	This box displays the number of records printed. This program completes this value; this is a display-only field. 
	

	E-Procurement
The E-Procurement options are not visible unless your organization uses Munis E-Procurement functionality and Vendor Self Service. 

	No. of E-Procurement POs
	This is the total number of e-procurement purchase orders in the find set.
	

	Submitted
	This is the number of e-procurement purchase orders submitted to vendors.
	

	Succeeded 
	This is the number of e-procurement purchase orders that were successfully submitted
	


Click Accept to save the information. 
Click Select in the Menu group of the ribbon. 
The program searches for purchase orders that meet the selection criteria defined. Once the search is complete, the program displays one of the following messages:
If there were no purchase orders matching the criteria, in the status bar, the program displays “No records found which satisfy the selection criteria.” 
If there are purchase orders found that match the criteria, in the status bar, the program displays the number of records found. For example, if the program finds six records, the program displays “6 Record(s) Found.” 
The program completes the Records Selected box with the number of purchase orders selected.

Print or Electronically Distribute POs

To print or electronically distribute purchase orders:
1. Select Print or Text File from the Output menu.
The program displays the Output screen.
1. Enter the designated printer for the printing of Tyler Forms POs by typing “ENTER NAME OF PRINTER HERE” in the Printer Name box.
1. Click OK.
1. When printing completes, the program completes the Records Printed box with the number of purchase orders printed.
Results 
The purchase orders are printed. 
Status Change
If you print (not reprint) the selected purchase orders, the status of each printed purchase order changes to 8-Printed to indicate that the purchase order was printed. An entry is also be made in the purchase order audit file to track the status change.
Attachments to the Purchase Order Record
An image of the purchase order is available for viewing, printing or e-mailing in Tyler Content Manager by clicking the TCM   button on the ribbon in the Purchase Order Inquiry or Purchase Order Change Orders program. 
1099 Change
If you chose to export the selected purchase orders, and you elected to send W-9 forms to the vendors associated with the purchase orders, the vendor record is updated to reflect that a W-9 form was sent. 
GL Impact 
The general ledger is not impacted by the printing or reprinting of purchase orders.
What’s Next? 
The purchase order can have receiving records entered and be used to pay invoices within AP Invoice Entry. 


[bookmark: _Toc279127004][bookmark: _Toc415131691]Purchase Order Inquiry and Reports    	   
Objective
This document provides instructions on how to inquire and report on existing Munis purchase orders. This document is intended for a purchase order user who is familiar with basic Munis navigation skills. The document provides common inquiry and search techniques, as well as how to view, export, or print the found records, and also provides details on existing Munis report programs and their options. 
Using Wildcard Characters in Data Searches
Ranges and/or logical search characters can be used when you are searching for records. The following is a list of wildcard characters and examples of their use. Not all these characters can be used in all fields. For example, you cannot use the wildcard character (*) in a date field Note: Munis is case-sensitive, so a name entered as John Doe in Munis would not be found if you enter JOHN DOE in the name field when doing a search. 
   
	Symbol
	Description
	Example of Use

	*
	Wildcard. Use this with any combination of letters or numbers before or after the symbol.
	Office* returns any names that begin with Office (Office Max, Office Depot).
*Office* returns any names that contain the word “Office” (Staples Office Supply, ION Office Equipment, Office Max). 

	>
	Greater Than
	>1/16/07 returns all dates greater than the specified date. 

	>=
	Greater Than or Equal To
	>=1/16/07 returns the specified date and all dates greater than the date specified.

	<
	Less Than
	<$10,000.00 returns all amounts less than the amount specified.

	<=
	Less Than or Equal To
	<=1/16/07 returns the specified date and all dates less than or equal to the date specified.

	<> or !=
	Not Equal To
	<>135 or !=135 used in Dept/Loc returns all departments except 135.

	: or ..
	Range
	500:599 returns all amounts including the beginning and ending amounts.

	|
	Pipe symbol, used as “and”.
(Located above the backslash)
	Finds the named data items, regardless of the range. For example 1/1/06|1/10/06|1/31/06 returns only the three dates.





Purchase Order Inquiry
To display purchase orders in inquiry-only mode:
1. Open the Purchase Order Inquiry program.
Financials > Purchasing > Purchase Order Processing  > PO Inquiry and Reports  > Purchase Order Inquiry 
-or-
 Departmental Functions > Purchase Order Inquiry
[image: ]
1. Click Search. 
The program displays the PO Inquiry Find screen. [image: ]
1. Complete the fields with the appropriate PO details. Refer to the following table for field descriptions.  
	Field
	Description
	Jefferson County

	Purchase Order
	

	Dept/Loc
	This box contains the department/location code for the ordering department/location.
	

	Fiscal Year
	This box contains the four-digit fiscal year in which the purchase order was created.
	

	Period
	This box contains the one- or two-digit fiscal period in which the purchase order was created.
	

	PO Number
	This box contains the purchase order number for which you are searching.
	

	Gen Commodity
	This box contains the general commodity class code. 
This is the general commodity that houses detail commodities. An example of a general commodity would be 10100, which may represent office supplies, a class of detail commodities that consists of pens, pencils, paper, and so on.
Commodity codes are assigned in the Commodity Codes program. 
	

	Entry Date
	This box contains the date the purchase order was created. Enter the date in the MM/DD/YYYY format. 
	

	Needed by Date
	This box contains the date by which the items are needed.
	

	Status
	This box contains the status of the purchase order. 
Status options are:  
1 - Rejected 
2- Created without the general ledger detail complete 
4 - Allocated (The expense accounts have been completely entered and the purchase order is ready for posting.) 
5 - Released but not output posted 
6 - Posted
The following status codes do not appear in Purchase Order Entry but do appear in Purchase Order Inquiry and Purchase Order Change Orders.
0 - Closed 
8 - Printed 
9 - Carryforward purchase order 
	

	Type
	The type of purchase order:
Normal (N) - Purchase order for specific goods or services 
Blanket (B) (Authorized Fiscal Year POs) - A purchase order that is intended to be used over a long period of time. 
Dept/Emergency (D) - Purchase order that must be rushed. 
RFP/Bid (R) - A request for proposal or bid. 
Exported (E) - An exported purchase order. 
	

	Requisition Number
	This box contains the requisition number, if the purchase order was originally a requisition.
	

	Contract
	This box contains the contract number, if there is a contract is associated with the purchase order.
	

	Work Order Number
	This is the work order number associated with the purchase order, if applicable.
Work order numbers are assigned in Work Orders, Fleet and Facilities. 
	

	General Description
	This box contains the general description for the purchase order.
You can use wildcard characters in this box. For example, to search for office supplies, type o* in the box.  
For organizations in Virginia, this box includes the 50-character purchase order number from the eVA procurement system.
	

	Open Amount 
	This box specifies the open amount remaining on the purchase order. You can use wildcard characters to refine this criteria.
	

	Vendor
	

	Vendor Number
	This box contains the vendor number for the purchase order. 
	

	Status
	This is the vendor status: active or inactive.
One-time pay vendors are not included in purchase order inquiry searches.
	

	Name
	This box contains the vendor's alpha name.
You must type the name exactly as it is entered Munis® Accounts Payable Vendors. 
You can use wildcards as search criteria in this box. (For example, you can type M* for all vendors names beginning with M.)
	

	Type
	This box contains a code identifying the service the vendor provides, such as office supplies, computer sales, or rentals.
Type codes are established in Miscellaneous Codes in Munis® Accounts Payable.
	

	Class Code
	This box contains a code identifying a particular business class with which the vendor is associated, such as minority, small business, or tax exempt.
Class codes are established in Miscellaneous Codes in Munis® Accounts Payable. 
	

	Geographic Code
	This box contains a code identifying in what region of the country the vendor resides or serves.
Geographic codes are established in Miscellaneous Codes in Munis® Accounts Payable. 
	


Click Accept to display the search results.




GL Find
To find purchase orders by general ledger account details: 
1. Click GL Find. 
The program displays the GL Segment Find screen.
[image: ] 
1. Complete one or more of the account-related fields. 
1. Click Accept to execute the search. 

Detail Find
To find purchase order records by detail: 
1. Click Detail Find.
The program displays the PO Inquiry Detail Find screen.
[image: ] 
1. Complete the fields with the purchase order details. Refer to the following table for field descriptions. 
	Field
	Description
	[Customer Number]

	Commodity
	This is the commodity associated with the purchase order. Commodities classify purchased items into categories or groups; they are defined in the Commodity Codes program. Type a commodity code that was entered at the purchase order detail level. 
	

	Inventory Item
	This is the associated inventory item, if applicable. Inventory items classify purchased items into groups; they are defined within the Inventory Items program in Munis Inventory. Type an inventory item number that was entered at the purchase order detail level
	

	Line Total Amount
	This is the total amount of the purchased items per line.
	

	Description
	This is the detail description that was entered in Purchase Order Entry at the detail level (per line item).
	

	1099 Box
	This box indicates that the item requires a 1099 record. To find those purchase orders with line items that are identified as requiring a 1099 entry, enter Y in this box. 
	

	Fixed Asset
	This box indicates if the purchased item is a fixed asset. To find those purchase orders with line items that are identified as fixed assets, enter Y in this box.
	


Click Accept on the ribbon to execute the search.

Project Account Find
To find purchase order records by project string: 
1. Click Define
The program displays the PA Segment Find screen.
[image: ] 
1. Complete the project string segments for which to perform the search.
1. Click Accept on the ribbon to execute the search.
Creating PO Output
Once you have an active set of records, there are several output options within the Purchase Orders Inquiry program: Browse, Preview, Print, Text File, Export to Microsoft Word, Export to Microsoft Excel, and Send an Email. 

Browse 
Click Browse in the Search group of the ribbon or in the navigation bar to display all of the records in the active set in a list format.
[image: ]

Use the Show/Hide Cols option in the Menu group of the ribbon to add or remove columns from the display. Select or clear the check boxes for the columns to display.
[image: ]

When you create an output file or report from a browse screen, the output does not include columns that you have hidden on the screen display.
[bookmark: Export]Export to Excel
The Export to Excel option is available from the main screen and from a browse screen. In each case, the program exports the data to a Microsoft Excel spreadsheet that includes hyperlinks that display the purchase order record in Munis.  You can manipulate the data within Excel as you would with any other spreadsheet.

From the main screen:
1. Click Excel on the ribbon to create a Microsoft Excel spreadsheet of the active set of data. 
The program displays the Export Filter screen from which you can select the details to include in the export file.
[image: ]
1. Select or clear the Select check boxes, as appropriate, to include fields.
1. Click Save File and Exit to create the file. 
[image: ]



From a browse screen:
Click Excel on the ribbon to create a Microsoft Excel spreadsheet of the active set of data. 
The program creates a spreadsheet according to the field selected on the browse screen. 
[image: ]
[bookmark: Display]
Display
1. Click Preview   to view a report of the records on the screen.  
The program displays the Report Type Select message. 
[image: ]
1. Select Profile, List or View PO:
Profile – Displays a profile report for the current record in Purchase Order Inquiry on a Munis display page. You can also display this report in PDF format.
List – Displays the PO List Report for all records in the active set on the Munis display page. You can also display this report in PDF format.
View PO – Displays the purchase order for the current record in Purchase Order Inquiry on a Munis display page. You can also display this report in PDF format.
 
[bookmark: Print]Print 
1. Click Print   to send a report directly to your default Munis printer, or, to choose a specific printer or print multiple copies, select Print from the ribbon.
The program displays the Report Type Select message. 
[image: ]
1. Select Profile, List, or View PO: 
Profile – Prints a profile report for the current record that is displayed n Purchase Order Inquiry.
List – Prints the PO List Report for all records in the active set.
View PO – Prints the purchase order for the current record that is displayed within Purchase Order Inquiry.

Text File  
1. Click Text File   to save a report to the Munis Saved Reports directory. These files can be viewed, printed, or deleted at any time and are accessible through the Saved Reports program, which you can access from the Departmental Functions menu or by clicking Reports on the My menu in a program.
The program displays the Report Type Select message. 
[image: ]
1. Select Profile, List, or View PO:
Profile – Save a profile report for the current record that is displayed in Purchase Order Inquiry. 
List – Saves the PO List Report for all records in the active set.
View PO – Saves the purchase order for the current record that is displayed within Purchase Order Inquiry. 

Your report is saved as an electronic file; the program displays the report name in the program status bar. 
Send an Email 
1. Click Email on the ribbon to send an email with a direct link to the record you are viewing.
The program creates an email within your default email program. 
[image: ]
1. [bookmark: Output]Complete the To box with recipients’ names, add any additional comments, and click Send.   

Reports
There are currently seven different standard purchase order reports available. These reports can be displayed on the screen using the Munis Pager, displayed or printed as a PDF file (with the appropriate setup and permissions), printed, or saved to a file. 

To create a standard report: 
1. Open the Standard PO Reports program.
Financials > Purchasing > PO Inquiry and Reports > Standard PO Reports
[image: ]
1. Select the account to create.
1. Click Define on the report screen and complete the fields to define the report options. 
1. Click Accept. 
1. Select one of the following output options:
Click Preview to view the report on the screen.
Click PDF to view or print the report in PDF format. This option is only available if the Output to PDF check box is selected in the System Administration Munis Roles program for your user ID.
Click Print to print the report. 
Click Text File to save the report file in the Munis Saved Reports directory.

The following sections provide an overview and an example of each report. 

Open PO by Account 
This report lists the open purchase orders by applicable expense account.

[image: ]

	Field	
	Description
	Jefferson County

	General
	

	Initially Sort By Dept/Location
	This check box, if selected, directs the program to sort the report by Dept/Loc, and then by the criteria you select in the Sort By option.
	

	Sort By
	This option indicates the report sort order: Fund, Organization, or Account. 
	

	Inclusion Options
	

	PO Fiscal Year
	This list determines the fiscal year to include in the report.
The report can only include the current or next year.
	

	PO Entered
	These boxes contain the starting and ending dates in the range of the purchase orders to be included.
	

	Dept/Loc 
	These boxes contain the department or locations codes in the range of departments to include in the report.
The department/location is optional.
	

	Fund
	These boxes contain the range of funds to include in the report.
These boxes are only accessible if the Run By option is Fund.
	

	Segment Ranges
	These boxes contain the ranges of user-labeled information to include in the report. Type a value in each box or leave the default values in each box to include all values. You may also click the help button to select the value from a list. Entry is not required.
	

	Organization
	These boxes include the starting and ending org codes for the range of org codes to include in the report.
These boxes are only accessible if the Run By option is Organization.
	

	Object 
	These boxes contain the range of objects to include in the report. Type a value in each box or leave the default values in each box to include all objects. You may also click the help button to select the object from a list. Entry is not required.
	

	Project 
	These boxes contain the range of projects to include in the report. Type a value in each box or leave the default values in each box to include all projects. You may also click the help button to select the project from a list. Entry is not required.
	

	Expense 
	This check box, if selected, directs that expense accounts be included in the report. The default value is cleared. 
	

	Revenue 
	This check box, if selected, directs that revenue accounts be included in the report. The default value is cleared.
	

	Balance Sheet
	This check box, if selected, directs that balance sheet accounts be included in the report. The default value is cleared.
	





Example - PO by Account – PDF FORMAT
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PO by Due Date  
This report lists the open purchase orders by due date. 
[image: ]

	Field 
	Description
	Jefferson County

	General
	

	Report
	This option determines the type of report to create: summary or detail.
	

	Initially Sort by Dept/Loc
	This check box, if selected, determines how the report is sorted: by Dept/Loc and then due date, or by due date only. 
	

	Inclusion Options
	

	PO Fiscal Year
	This is the fiscal year to include in the report.
Select Current to create the report for the current fiscal year, or select Next to create the report for the next fiscal year. The program displays the selected year. 
	

	POs
	These boxes contain the starting and ending purchase order numbers in the range of purchase order numbers to include in the report. You can type a purchase order number in each box, or you can leave the default values in each box to include all purchase orders.
	

	Due Dates
	These boxes contains the due date range to include in the report. 
Type a date in each box or click the calendar button to select a date.
	

	Include Zero Balance POs
	This check box, if selected, directs the program to include zero balance purchase orders in the report.
	

	Include Carryforward POs
	This check box, if selected, directs the program to include carryforward purchase orders in the report.
	

	Segment Ranges
	These boxes contain the ranges of user-labeled information to include in the report. Type a value in each box or leave the default values in each box to include all values. You may also click the help button to select the value from a list
	



Summary Format Example – Open Purchase Orders by Due Date  
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Detail Format Example – Open Purchase Orders by Due Date  
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Open PO by Vendor 
The PO by Vendor report prints purchase order totals by vendor numbers or vendor names within a specified range of vendor numbers. 
[image: ]

	Field
	Description
	Jefferson County

	General
	

	Report
	This option determines the type of report to create: summary or detail.
	

	Initial Sort by Dept/Loc
	This check box indicates how the report is sorted: by Dept/Loc and then vendor, or by vendor only. Select the box to sort by Dept/Loc and then the criteria from the Sort By option, or clear the box to use only the Sort By option.
	

	Sort By
	This option determines if the report sorts by vendor number or vendor name.
	

	Inclusion Options
	

	PO Fiscal Year
	This list specifies the fiscal year of the report. The report can only include the current or next year. The program displays the fiscal year when you select Current or Next. 
	

	PO
	These boxes contain the starting and ending purchase order numbers for the range of purchase order numbers to include in the report. You can type a purchase order number in each box, or you can leave the default values in each box to include all purchase orders.
	

	Include Zero Balance POs
	This check box, if selected, directs the program to include zero balance purchase orders in the report.
	

	Include Carryforward POs
	This check box, if selected, directs the program to include carryforward purchase orders in the report.
	

	Vendor
	These boxes contain the starting and ending vendor numbers for the range of vendors to include in the report. You can type a vendor number in each box, or you can leave the default values in each box to include all vendors.
	

	Dept/Loc
	These boxes contain the first and last department codes for the range of departments to include in the report. The department/location code is optional.
You can type a department/location code in each box or you can leave the default values in each box to include all departments/locations.
	

	Segment Ranges
	These boxes contain the ranges of user-labeled information to include in the report. Type a value in each box or leave the default values in each box to include all values. You may also click the help button to select the value from a list. Entry is not required.
	






Summary Format Example – Open Purchase Orders by Vendor Report 
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Detail Format Example – Open Purchase Orders by Vendor Report 
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PO by Commodity Code  
This report lists open purchase orders by commodity code. 
[image: ]

	Field
	Description
	Jefferson County

	General 
	

	Report
	This option determines the type of report to create: summary or detail. 
	

	Inclusion Options
	

	PO Fiscal Year
	This list specifies the fiscal year for the report. The report can only include the current or next year. The program displays the fiscal year when you select Current or Next. 
	

	PO Entered
	These boxes contain the starting and ending purchase order dates for the range of purchase order dates to include in the report. You can type a date in each box, or you can click the calendar button to select a date.
	

	Include Zero Balance POs
	This check box, if selected, directs the program to include zero balance purchase orders in the report.
	

	Include Carryforward POs
	This check box, if selected, directs the program to include carryforward purchase orders in the report.
	

	Commodity Code
	These boxes contain the starting and ending commodity codes for the range of commodity codes to include in the report. You can type a commodity code in each box, or you can leave the default values in each box to include all commodity codes.
	

	Dept/Loc
	These boxes contain the first and last department codes for the range of departments to include in the report. The department/location code is optional.
You can type a department/location code in each box or you can leave the default values in each box to include all departments/locations.
	

	Segment Ranges
	These boxes contain the ranges of user-labeled information to include in the report. Type a value in each box or leave the default values in each box to include all values. This is not a required value. 
	





Summary Format Example – Open Purchase Orders by Commodity 
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Detail Format Example – Open Purchase Orders by Commodity 
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PO Audit Report 
This report prints a range of purchase orders showing historical information from purchase order entry through liquidation. This option can be used periodically to purge old history records, which may consume large amounts of system space. Carryforward purchase orders may be included. 
[image: ]

	Field
	Description
	Jefferson County

	PO Fiscal Year
	This is the fiscal year to include in the report. The report can only include the current or next year. The program displays the fiscal year when you select Current or Next. 
	

	POs
	These boxes contain the starting and ending purchase order numbers for the range of purchase order numbers to include in the report. You can type a purchase order number in each box, or you can leave the default values in each box to include all purchase orders.
	

	Audit Date
	These boxes define the range of audit dates for the purchase orders being included in the report. 
	

	Include Carryforward POs
	This check box, if selected, directs the program to include carryforward purchase orders in the report.
	



Click Purge to delete these purchase orders from the system. The program displays a Purge confirmation message before the records are deleted; click Yes to complete the purge. 

Example – PO Audit Report
 [image: ]

Encumbrance by PO Number  
This report lists encumbrances by purchase order. 
[image: ]

	Field
	Description
	Jefferson County

	General
	

	Report
	This option determines the type of report to create: summary or detail. 
	

	Include GL Account Information
	This check box, if selected, directs the program to include general ledger account number information in the report.
This check box is accessible when the report type is Detail.
	

	Initially Sort by Dept/Loc
	This check box, if selected, determines how the report is sorted: by Dept/Loc and then purchase order, or by purchase order only. 
	

	Inclusion Options
	

	PO Fiscal Year
	This list specifies the fiscal year for the report. The report can only include the current or next year. The program displays the fiscal year when you select Current or Next. 
	

	POs
	These boxes contain the starting and ending purchase order numbers for the range of purchase order numbers to include in the report. You can type a purchase order number in each box, or you can leave the default values in each box to include all purchase orders.
	

	Include Zero Balance POs
	This check box, if selected, directs the program to include zero balance purchase orders in the report.
	

	Include Carryforward POs
	This check box, if selected, directs the program to include carryforward purchase orders in the report. This box is accessible when the value of the Report box is Detail.
	

	Dept/Loc
	These boxes contain the first and last department codes for the range of departments to include in the report. The department/location code is optional.
You can type a department/location code in each box or you can leave the default values in each box to include all departments/locations.
	

	Segment Ranges
	These boxes contain the ranges of user labeled information to include in the report. Type a value in each box or leave the default values in each box to include all values. You can also click the help button to select the value from a list. Entry is not required.
	





Summary Format Example – Encumbrance by PO Number
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Detail Format Example – Encumbrance by PO Number
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Fixed Asset Purchase Orders 
This report will list purchase orders associated with a fixed asset. 
[image: ]

Enter the beginning year and period, and the ending year and period on which to report. The default values are the current year and period from the General Ledger Settings program. 

	Field
	Description
	Jefferson County

	PO Yr/Per
	These boxes contain the starting and ending fiscal year and periods for the range of fiscal years and periods to include in the report. Enter the year using the YYYY format and the period as one or two digits. 
	

	Segment Ranges
	These boxes contain the ranges of user-labeled information to include in the report. Type a value in each box or leave the default values in each box to include all values. You may also click the help button to select the value from a list. Entry is not required.
	



Example - Fixed Asset Purchase Order Report
[image: ] 





Purchase Orders by GL Accounts
The Purchase Orders by General Ledger (GL) Account program provides a report of purchase orders by general ledger account or by general ledger segment. Prior to running this report, Invoice Entry and Purchase Order Entry data must be posted.
To create the report: 
1. Open the Purchase Orders by GL Accounts program.
Financials > Purchasing > Purchase Order Processing  >PO Inquiry and Reports  > Purchase Orders by GL Accounts 
[image: ]

	Field 
	Description
	Jefferson County

	Define Criteria

	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 or Text File button to print or save the file. 
· If you select In Background (now) to process the report a single time using the event log and e-mail notification features, or At a Scheduled Time to establish a specific time when the report runs, the program uses Munis Scheduler.
	

	Run Report Using
	This option determines whether the data search is based on a fund range or an org/object range. 
When you select Fund Range or Org/Obj, the appropriate range boxes become accessible.
	

	Fund Range
	These boxes contain the first and last funds in the range of funds to include. Leave the default values (blank to all Z’s) to include all funds.
	

	Segs/Obj Range
	These boxes include is the first and last general ledger accounts or account segments for the range of accounts to include. Leave the default values to include all. 
	



Click Report Options to complete the fields in the Report Options group. 
Click Accept   to save your report options.
	Field
	Description
	Jefferson County

	Report Options

	Select Records With
	This option allows you to choose records by Open Amount or No Amount. This option may be helpful for customers when closing the fiscal year. If you select Open Amounts, the program selects all open records with dollar amounts.

If you select No Amounts, the program selects records that have no dollar amounts, and are not closed. This option is helpful for sites that may have fully liquidated purchase orders that are not closed (through the Invoice Entry program) when processing the fiscal year.

Note: If this program is accessed through Purchase Orders (selecting the Cancel by GL option), the option Mass Cancel can be used to cancel (close) the selected purchase orders.
	


	Select Records With
	This list allows you to select records based on the open balance or amount. If you select the Open On or Before Noted Year/Per, the program selects records that are currently open on or before the year/period specified in the Through Year/Period field.

If you select the Open at End of Year/Period option, the program provides a snapshot of records that were open on the year/period specified in the Through Year/Period field. These records may be closed at the time you run the report.
	

	Year/Period
	This list allows you to select for which year and period the report will be generated. You can select the current period, prior period, or within a specific year and period. If you select the Within Year/Period option the program opens the year and period boxes for entry.
	

	Include

	Contracts
	This check box, if selected, indicates that the report will include contracts as part of the output. 
	

	Include Allocated but Not Yet Posted
	This check box, if selected, directs the program to include accounts payable invoices that are allocated or released, but not posted.
	

	Include Unposted Liquidations
	This check box, if selected, directs the program to include any liquidation records that exist in the system, but have not yet been posted.
	

	Purchase Orders
	This check box, if selected, indicates that the report will include purchase orders as part of the output. 
	

	Include Allocated but Not Yet Posted
	This check box, if selected, directs the program to include purchase orders that are allocated or released, but not posted.
	

	Include Unposted Liquidations
	This check box, if selected, directs the program to include any liquidation records that exist in the system, but have not yet been posted.
	

	Show Total Open Amount with Each Line
	This check box, if selected, directs the program to include the total open purchase order amount after the open line amount.
	

	Employee Expense
	This check box, if selected, indicates that the report will include employee expense records as part of the report. These amounts are always unposted.
	

	Department
	This box identifies the department code for the purchase orders to select.
The program selects purchase orders by department if a department code was entered during purchase order creation.
	


Click Select to select the purchase orders that meet the search criteria specified within the defined criteria, and report options. 
Select the output option. This report can be displayed on the screen using the Munis Pager, displayed as a PDF document, printed to a printer, or saved to a file. 


Example – Purchase Orders by GL Account 
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[bookmark: _Toc415131692]Purchase Order Change Orders - Flowchart
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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.
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.
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. 
Procedure
The purchase order change order process includes cancelling and closing purchase orders. 

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.
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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. 


Canceling a Purchase Order
To cancel a purchase order:
1. Within the Purchase Order Change Orders program, find the PO to cancel. 
You cannot cancel a purchase order that has an unposted change order. 
1. Click Cancel PO on the ribbon. 
The program displays the Journal Information screen where journal information can be entered to post the PO liquidation.
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1. Enter the fiscal year, period, effective date, and a brief description of why the purchase order is being canceled. 
1. Click Accept. 
The program displays a confirmation message: “Are you sure you want to cancel the selected PO(s)?”
1. Click Yes. 
The program displays the Output screen.
1. Enter the output type and settings for the proof report.
1. Click OK. 
1. Review the report. 
The purchase order is canceled; canceled purchase orders do not go through the Workflow process.

Closing a Purchase Order

To close a purchase order:
1. Within the Purchase Order Change Orders program, find the purchase order to close.
Only POs that have a zero open dollar amount with a status of 8-Printed can be closed.
1. Click Close PO on the ribbon.
The program displays a confirmation message.  
1. Click Yes to close the purchase order.
The PO status changes to 0-Closed.  
[image: ]

Closed POs do not go through the Workflow process.		
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.	
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.
What’s Next?
The purchase order change order can be approved and posted to the general ledger.

[bookmark: _Toc415131693]Change Order Approval				  	
Objective
This document provides instructions on how to approve a change order. 
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. 
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. 



Procedure
To complete the change order approval process:
1. Open the Tyler Dashboard.
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. 
Click the number in the Pending column to expand the Web part and display the records awaiting approval. 
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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 Purchase Order Change Orders program with all of the records awaiting approval as the active set.
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Review all data included for each change order.
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 Purchase Order Change Orders program and return to the Work Flow Manager Web part.
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.
GL Impact
The general ledger is not impacted by this process; the change order does not update the general ledger until it is posted. 
What’s Next?
The change order can be posted. 

[bookmark: _Toc415131694]Posting Change Orders				  			
Objective
This document provides the procedure for processing a purchase order change order using the Purchase Order Change Orders program.
Overview
There is no impact on the purchase order or on the general ledger until the purchase order change order is posted. For posting to occur, the purchase order change order must have been approved through Workflow. 
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 maintain and post purchase order change orders. 
Change orders to post have the status of A-Approved.


Procedure
To post a purchase order change order:
1. Open the Purchase Order Change Order program.
1. Click Search on the ribbon bar and complete the fields, as required, to find the change order to post. The status of the change order must be A-Approved. 
1. Click Accept.
The program displays the change order record.
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1. Click Post. 
The program displays the Output screen. 
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1. Select the output type and complete the applicable output settings.
1. Click OK. 
Results
The purchase order is updated with the change. The PO is updated with a date to indicate the change and the change sequence number is increased by one.

The change is also recorded in the PO audit table and can be viewed through the PO Inquiry and PO Change Order programs.
GL Impact
If the change involved quantity, unit cost or general ledger accounts, a journal entry is produced to update the accounts allocated on the purchase order.
What’s Next?
The purchase order can be accessed in the same manner all other purchase orders are accessed. The purchase order can have receiving records added or paid through Accounts Payable.









[bookmark: _Toc415131695]Purchase Order Receiving – Flowchart
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Objective
This document provides instructions on how to record the receipt of items using the Munis Purchase Order Receiving program.
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. 
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.







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
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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.
	


5. Click Accept when complete to save the record. Attach packing slip via the paperclip on the Munis Ribbon.

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. 
[image: ]
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.
	




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.
GL Impact
The general ledger is not affected by this action.
What’s Next?
An invoice can now be presented against the purchase order within Accounts Payable.
















Requisition Entry – E-Procurement/Shopping On-line	   			                        
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.  
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	
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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. 
	

	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.
	




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 


Click Accept to save the header information. 
After creating a requisition, when adding items, instead of manually entering in the item, select the Shop Online option in the Ribbon.	
[image: ]
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.





.

[image: ]
The Mass Allocate option allows users to enter in the Project Ledger Strings and General Ledger Accounts to distribute the charges.
[image: ]

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.
Attach and Required documentation through the paperclip as determined by Jefferson County.



Click Release allowing the Requisition to enter the electronic workflow approval process.
13. 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.













































APPENDIX B- Encumbrance Report

Financials>General Ledger Menu>Inquiries and Reports>YTD Budget Report

1) Search and choose account type of expenses and click Accept
[image: ]
2) Select Report Options from the Munis Ribbon and make the following selections.
Year and Period is what you will need to change each time based on when you are running the report.  You are filling out your 1st tab here called the print options.

[image: ]



3) Next select the Additional Options TAB and change the FROM YR/PER and TO YR/PER and keep the other options the same as below. This is based on the fiscal period.  Click Accept if you made any changes. Click Return
[image: ]
4) Next, click Excel and you will select the Columns you want to see in your report.  You can change these at any time.  Below is a list of the current columns I have selected.  You can also remove the columns later if you choose.  Click Accept.
[image: ]

5) Open the Excel Sheet and enable Editing.  
6) Filter on the two week date range by the Eff Date column.
7) Filter on your SRC for POE for Purchase Orders, and POM for Purchase Order change Orders.
8) You can sort by dollar amount.  I removed a few other columns. See report below.






[image: ]

























Quick Guide Notes for Purchasing:

1) Where’s the PO # on the Req?  Under Terms and Misc. on the Right Side
[image: ]


2) Where’s the Contract # on the Req? Under Terms and Misc. on the Left side 
[image: ]


Converting a Req: 

Search, enter Req #, click Accept, Click Select from the Ribbon, Drop down is Approve and click Accept, choose PROCESS and the Req should remove from the line.

How do I find out if an Invoice had been Paid? – Vendor Inquiry, CLICK SEARCH, TYPE IN VENDOR # or go down to the company name and type in part of the name and click Accept. Go up to the Munis menu and click Invoice Inquiry, check inquiry, MORE for PO inquiry, and keep drilling down.  

How do I find where a req is in the approval process?  SEARCH, enter Req # and hit accept, click on APPROVERS at the bottom, hit expand ALL and see who has it in the Que.  Also, look at the status of the req, did they RELEASE it?
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