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Munis Financials

This document provides an overview of the major Financials enhancements available for
Munis® Version 11.1. In addition to product-specific changes, there are also general
enhancements for Munis that affect all users.

Munis Program Ribbon
Version 11.1 provides an option for minimizing the ribbon in Munis programs.

T
¥ Home
q = Browse i -'; x Delete P Text file :-: : 31 Audit Longevity
X e PDF Emiail t Rules
Search Add  Update Print B eor 0B emai Limit Rules
& Duphicate i Preview E Schedule o Alerts=
Search B RE - . Men
Pay Starl Date End Date Short Desc Long Description Abbr
@ £

When you click the minimize button, the screen refreshes to display an abbreviated ribbon.
This ribbon includes only the key options for managing records. Labels for the options do not
display; however, if you hover your pointer over an option, the program provides a description.
- | Find a set of data records (Ctrl+F) | — —
Voo QlE+@XGcERO00B ——

Pay Start Date End Date Short Desc Long Description Abbr

] ]

Paycheck/Cycles | Impact Accruals

The Menu option continues to provide access to a program’s extended functionality.

as'e Pay Master - Munis b U ? x
WowovE QE+FXGRERODD
Pay  Start Date End Date Short Desc Lon|t@ngevity by Abbr

[121] ] Limit Rules

When you select an action option (for example, Add or Update), the screen refreshes to
display the Accept and Cancel options.

" hove [©@ @

Pay  Start Date End Date Short Desc Long Description Abbr
017011900 12f31/9999

Paycheck/Cycles | Impact Accruals

NG N N N TN et S TN
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st Pay Master - Munis EI b ? x

¥ owove QE+FXGAEREDE.

Pay Start Date End Date Short Desc Long Description Abbr
g S

Shortcut Keys

Shortcut keys for managing information within Munis programs are available. When you hover
your pointer over a ribbon option, a ToolTip provides a description and the applicable shortcut
keys, as available. For example, if you hover your pointer over the Search option on the
ribbon, the ToolTip indicates Ctrl+F as the shortcut for the action.

r

[ju]

Wldal

Bl ooe b
Qutput options for the report (Ctrl+Alt+P) i

aster -

I‘ ? ADelete I b bl Tewtfile [¥8 Wore
Add Update Jloba "a n"s P
Find a set of data records (Ctrl+F)
Actions

Query Builder

Table Headings

On browse screens and in other instances where Munis provides information in a table format,
the column headers for tables provide column display and sort order options. To define the
columns that display or to reset the sort order, right-click a column heading. Select or clear
check boxes to add or remove items from the display, or use the options provided to reset the

Confirm Searth Accept Cancel Searc
Confirm Search
Available Shortcuts
Shortcut Action
Enter Save
Esc Cancel
Ctrl+U Update
Ctrl+Alt+P Print
Ctrl+I Add
Ctrl+F Search
Ctrl+D Delete
Ctrl+B Browse
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entire table.

" ter - Munis = Pay M a U 0?7 X
":-"‘ HOME
o @ Q Brows I Text file B word Show/Hide Cols
Accept Cancel Search () Query & A dd pdate Print PDF Excel e Attach ! Customize Screen Form Retum
] Preview 5 Alerts
Confirm Search Actions Output Office Tools Menu
o =N Right-click a column header to manage the | Cale Factm" Sl FactorI A
101 wl ; o1 1.0000 1.0000
¥ Code column display and sort order.
102| 7 Description ~ 02 1.0000 1.0000
103 [ Org T T T 1.0000 1.0000
105| [ Object 1 T N 11 1.0000 1.0000
108| ¥ ‘T3a‘ 4 T % 11 1.0000 1.0000
107] % A:I'ﬂB 4 T ¥ 11 1.0000 1.0000
111} 4 Calc 5110 1 T M 11 1.0000 1.0000
121| [/ Factor v 5110 1 T N 21 1.0000 1.0000
131| [ Comp Factor 5111 1 T N 3 1.0000 1.0000
135 1 T M 02 1.0000 1.0000
11| | Reset column sort | 5140 1 T N 1.0000 1.0000
199 | Show all columns | 1 T N 11 0.0500 1.0000
200 | Hide all but selected | 5120 4 T N 90 1.0000 1.0000
201 | Resel setlings | 5120 2 T 1] a0 15000 1.0000
202 5120 2 T N 80 2.0000 1.0000
205 FLSA 2 T 1] a0 05000 1.0000

Within a table, to change the order of columns, click a column header and drag it to a new

-‘:. Pay Master - Munis > Pay Master & Q 7 x
.':-" HOME
o @ Q B Text file 8 weord Showy/Hide Cols
: =" Eror "8 Email Customize Screen Form
Accept Cancel Search — Add  Update Print Excel Retumn
& Preview Schedule
Confirm Search Output Office Tools Menu
Code] Description org | Object | cat [ Tax [atB | cCalc | Facto Comp Factor A
101 HOURLY TIME et . = - . 1.0000 1.0000
102 ANNUAL HOURLY SALARY Click a colum header and drag to reposition. 1.0000 1.0000 A
103 TEST ayTorasTer - Munis > Pay Master a U7 X
105 TANG 1 ’ :
106 TANG2
107 TANG3 Browse E I Text file tes Audit ShowHide Cols
ery Bu = PDF e fy M Customize Screen Form
Accept Cancel Search A Print Excel Attact Retum
& Preview [
Confirm Actions Output Office Tools Menu
Code Org | Description | object | cat Tax ATB Calc Factor] Comp Factor| A
101 HOURLY TIME 5111 1 T N 01 1.0000 1.0000
102 ANMUAL HOURLY SALARY 5110 1 T N 02 1.0000 1.0000 L)
103 TEST 1 T N 1.0000 1.0000
105 TANG 1 1 1 N 1 1.0000 1.0000

If you are using a touch screen device, the program displays up and down arrows in the
column headings. Use these arrows to reorder the columns: click the up arrow to move a
column left and click the down arrow to move a column to the right.
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Accounts Payable
Accounts Payable Settings

An Employee Reimbursement Vendor Type list is available on the Vendor Settings tab of the
Accounts Payable Settings program. When a vendor type is selected from the list, the
addresses of all vendors that use that type code are hidden in Munis programs. This feature is
typically used to ensure employee privacy when your organization uses Munis vendor records
in order to reimburse employees for expenditures. Vendor type codes are created in the
Accounts Payable Miscellaneous Codes program.

of @ 2 X
HOME
&) Que 3 -] 2 ma
Accept Cancel 5e - P
Confirm Search Actions Output Office Tools

Invoice setfings | Check settings BRELIELINGER PCard settings | Retainage seftings Sales tax | Invoice Discrepancies

Next vendor number 1123
[ Allow duplicate vendor FIDs/SSNs in VSS
|:] Allow duplicate vendor FIDs/SSNs in vendor file
[] Use entity code restrictions

[¥] Include addresses on help

e A A e e L ™ M T NS N A N N N TN e S et TN N it N e e

D Update vendor with employee bank changes ‘

Vendor activity time period ® Fiscal Year - Vendors - Munis

© Number of days 0 "E.:" HOME
Employee reimbursement vendor type |EMP - EMPLOYEE REIMBURSEMENT e -
[ L\ Q = Browse I 7; XK Delete B [ Text file B word M1
& aue - : P8 poF Email
Recs Search = Add  Update Print B Excel [emsi Attach
C ate & Preview 3 schedule
Confirm Search Actions Output Office
General Vendor Information
Vendor 1120 « Entity 1 Entered 11/0|
Alpha PHOROS COLLECTIONS lType EMP - EMPLOYEE REIMBURSEMENT ] Modified  1272|
Status [ACTIVE 'Reason By todd|

Change Set |Curr|

m General | Miscellaneoug E-Procurement Settings 1 Contacts | User Defined | Certifications ‘ Insurances | Wit

Contact Information

Company Name ANDREW KONSTANOPOLIS Addresses (1 = Comment{
DBA PH SERVICES

Address

Zip code

City P —————

State ** ... NewJersey

Country e [T] Foreign entity

Email [= ]

The Accounts Payable Roles program provides a View Employee Vendor Reimbursement
Addresses check box. Users assigned to roles for which this check box is selected can view

Munis Major Enhancements Version 11.1 Financials Page 7
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the full address of reimbursement vendors.
s Role Maintenance > Accounts Payable Roles T X
= HoOME
Girece ) B
Accept Cancel Searc uei Ema Return
Confirm Search Actions Output Office Tools
RolelD  |MUNIS 2
Description Role for MUNIS staff users
Y e PV
e R B i e PO T S e e N e
[[] Override retzinage amounts Modify fixed asset codes
Allow entry of credit memo invoices without original invoice [] Allow mass update of inactive bank codes
Override credit memo defaults [ View employee vendor reimbursement addresses I
Allow confract liquidations F Maintain vendor insurance certificates

Post own invoic

Maintain own po| "E.:"- HOME
7] it i o

I J x Delete E I Text file . 8] Word l’]. 1 otes (2] Audit
A o otif taplink
“ Add Updkte - int B8 por GEN . ach ;
] Preview G Schedule o Alerts

Confirm Search Agions Output Office Tools

Vendor 1120« Entity 1 ||Entered (1170872013

Vendors

Sort
REQ
1099

Alpha PHOROS COLLECTIONS Type |EMP - EMPLOYEE REIMBURSEMENT [l Modified 1212372014
Status [ACTIVE Reason todd bolduc
| Change Sel Cunent B’_‘

m General i o F-Froc Seltings \ Contacts | User Defined ' Certifications | Insurances | Withholding

Contact Information

!Company Name ANDREW KONSTANOPOLIS Addresses (1) (= Comments (0}

EDBA PHOROS COLLECTION SERVICES

| Address 13 HELENIC WAY

| Zip code 01010

| City ROME

| State MJ |... New Jersey

| Country UsA [] Fersign entity

| Email Eli

| Fax

oo (@] [|

The Vendors program contains an Insurances tab. This tab displays and maintains the
vendor's insurance certificate information. The vendor’s insurance policies are totaled and
listed by type. Click an insurance type to refresh the tab and display the vendor’s insurance

Munis Major Enhancements Version 11.1 Financials
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policies of that type.
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" HoMmE

Q = Browse + ? X Delete B Text file B word 0 51 Audit Sort Invoice Inquiry
Search - " Add Update o o EPOF R Qe o REQ Vendors - Check Inquiry
& Preview Schedule © et~ 109Data B More.. -
Confirm Search Actions Output Office Tools Menu
General Vendor Information
Vendor 1120« Entity 1 Entered 11/082013
Alpha PHOROS COLLECTIONS Type EMP - EMPLOYEE REIMBURSEMENT |Modified 12/23/2014
Status ACTIVE Reason By todd.bolduc
Change Set |Current = |

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

Type # of Insurances

General 1

Contracts 1

Purchase Orders [}

Projects 1
| < >
Modify Insurances
[ Carrier "C.ﬂl'l:iE[ Name I Agency Agency name Agen‘l‘ .Type I fype Descripﬁén I Pi]ll[:y I Issue date E.xp.i.mliun.dale !
| ACAD ACADIA INSURANCE COMPANY 151515 1016/2014 10/31/2020
|« >
Duplicate

If your user role is assigned the Maintain Vendor Insurance Certificates permission in Accounts

Payable Roles, the Modify Insurances and Duplicate options are available to you on the
Insurances tab.

Click Modify Insurances to add or update insurance policy information. Use the Duplicate

option to create a copy of an existing policy. This is typically used when a policy has been
renewed for a new coverage period or amount.

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

Type # of Insurances
General 1
Conlracts 1
Purchase Orders 0
Projects 1

Modify Insurances|

Carrier Carrier Name Agency Agency name Agent Type

Mn;!\ﬁf Insurances
Carrier

Carrier Name

Agency Agency name

Agent

Type Descripuon' Pulic}

Type Description | Policy Issue date Expiration date ]
ACAD -;!g: ACADIA INSUR 151515 10/16/2014 g 1013172020 Q
ICLRK] " CLARKASSOCI m (=]
Main | General | Miscellaneous | E-Procurement Seftings | Confacts | User Defined | Certifications Withholding |
L < ) | Type # of Insurances
Duplicate General 2
Contracts 1
Purchase Orders 0
Projects 1
L < >

Type Issue date Expiration date ]
ACAD ACADIA INSURANCE COMPANY 151515 10M16/2014 10/31/2020
| CLRK CLARK ASSOCIATES 100100 101772014 101772016
£ >

Duplicate
T General

[Contracts

Purchase Orders

Projects

Vendor insurance information entered on the Insurance tab in the Contract Entry or Contract
Change Orders programs is included with a type code of Contract on the Insurances tab of the
Vendors program. Your user role is not required to have the Maintain Vendor Insurance

Munis Major Enhancements Version 11.1 Financials
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Certificates permission in order to enter insurance information in Contract Entry or Contract
Change Orders.

Workflow Business Rules

In the Workflow Business Rules program, the API - Invoice Approvals workflow business rule
replaces the Location list with a Liquidations list. This allows a workflow approver to be notified
by email or the My Work web part when an invoice liquidates only a contract, only a purchase
order, or neither a contract nor a purchase order.

ness Rul & 2 X

" HOME

e @ o Delete T e (3 u Alt Approver
Accept Cancel Search = : Jate ’ b | e

Confirm Search Actions Output Office Tools Menu
Business rule setup
Process API ...| AP Invoice approvals
oy Other Options Deliver immediately Rule ID

Department

B — = [ catchall rule
Liquidations Neither a PO nor a Contraci| I =

Group approvers at this step
Pay Method =
Reason | ® First approver can complete this group
| ) All approvers needed to complete this group

Approver(s) .

Jss rule - First approver from rule can complete this group
Iss rule - All approvers from rule needed to complete this group

p must be completed to advance to the next step or complete the workflow.

Neither a PO nor a Contract
PO liquidation
[Contract liquidation

Role(s) ) m

Munis Major Enhancements Version 11.1 Financials Page 10
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Budgeting
Central Budget Entry

The Central Budget Entry program is designed as a consolidated resource for completing the
budget entry and request process.

Home Central Budget Entry () Todd Bolduc
o
Search Projection Accounts... Q = =i X Deiete Account o B Excel Export EEH nall & %)‘ b
Change Add Mass Add Account Account  Project  Budget Budget
= view Al (@ Advanced Projection  Account [ Mass Delete Accounts Upg'ate AnalysisTie | [T E-mailtink | Columns = Central Master Reports Scenarios
Search Actions Office Options View
b4 Projection 15 - 15 Current Level: DEPT DEPT Total: $25.000.00 DEPT Due: Unavailable

Positions Projection Totals Analysis

Org Object  Project  Description 2010 DEPT 2011 DEPT 2009 Projected 2009 Original 2009 Revised

416, 0 416,115.00

B E 1000 5900 NC STATE TAX 20.000.00 4,120.00 275.000.00 288,750.00 288,750.00

+ # 1000 5910 NC COUNTY TAX 0.00 0.00 120,000.00 126,000.00 126,000.00

= ~ 113999000 5704 INSURANCES 5.000.00 5.150.00 1.300.00 1.365.00 1.365.00
< >

o o

The program allows entry of budget figures by department, and displays those figures by
account, project string, employee, or position. The program enforces maximum threshold
amounts and budget access dates, and produces department notifications. When the budget
amounts are finalized, the Munis budget posting process establishes the original budget.

In addition to budget entry and inquiry processes, the Central Budget Entry program provides
an Analysis tab. When this tab is active, the Add Analysis Tile option is active on the ribbon.
When you click Add Analysis Tile, the program displays a New Analysis Tile dialog box from
which you can define the tile by row and column.

st Home Central Budget Entry () Todd Bolduc
Search Projection Accounts... Q f@} @] [B Excel Export
Mass Add Accoun
T Advances counts Upgste | AnalysisTlle | [ e-mailtink | Columns
Search ot _
New Analysis Tile
> Projection 15 - 15 Current Level: DEPT
Name
Accounts (3) Positions Projection Totals

Analysis Tile One

&\ No budget analysis tiles have been defined yet, Select *Add Analysis Tile" from the ribbon menu to get started.
Row

ﬂ‘
Column
Fund [+

Close

Munis Major Enhancements Version 11.1 Financials Page 11
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Once added to the projection, an analysis tile displays totals by the defined row and column.

Central Budget Entry

ffo @] Excel Export

dd Mass Agd
ol Mass Delete Aol pdate i = i
ount [ Mass Delete Accounts  Ungate  AnalysisTile | [T E-mail Link

Office

DEPT Total: $25,000.00

Description

Tof
1000 GENERAL FUND

Column Values: Projection - Fund

Home

Search Projection Accounts... Q XK pekete s
Change A

=] view Al (& Advanced Projection  Acc

Searcn Actions
b4 Projection 15 - 15 Current Level: DEPT
Accounts (3) Positions Projection Totals
Analysis Tile One

GENFUND

25,000.00

25,000.00

Account
Columns

Options

) Todd Bolduc

- = —
n g2 B E
Account  Project  Budget  Budget
Central  Master Reports  Scemarios

View

DEPT Due: Unavailable

X Delete

Define/Start Budget Projection

Budget Access Dates

¥ Home
7 XK pelete B Text file EBwe ‘h Gen Access Dates
5 U ,
et prh PDF - 3 Email i . Master  Threshold Amts
plicate £ Preview [ schedule © Aler: Proj Dates [ More.
Actio Qutput ofice Tools Menu

Define/Start Budget Projection provides the ability to set access dates for budget projections.

Retumn

Level 1 | & Account Acc
Budget type Operating Budget o5
Budget years o view 5 W vowe
[ Inciuge projection in budget cube data. Q B + 7 X Delete
Accountstatus  [Active and Inactive ol Semet e et
Fund Type [Annual funds Confim Search Adtions
Budget Level | starting Date [ Ending Date
DERT
BEPT DIR
BUDGET
COUNTY MGR
COUNCIL

Budget Amoun's

Budget amounts fo use
B il
Nextyr req level 1 O minus
) A

Additional percentage

Click Access Dates to display the Budget Access Dates screen, which contains columns used
to define the opening and closing dates for each level of the budget projection. Department
budget information can only be entered for a level within the assigned dates. Attempting to
enter budget amounts outside of the date range results in an error message.

Munis Major Enhancements Version 11.1 Financials
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Segment Level Budget Thresholds
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The Define/Start Budget Projection program provides the ability to define segment-level
amount thresholds. To do so, you must first complete the Budget Department Settings
program. This program defines the general ledger segment used for locking access to

accounts within a budget projection and the segments used to establish budget thresholds.

idget Department Settings -

" Home

[z} Define
O Merts-
ols

Confim Search Actions Output Office Too
Department/Agency segment |Function/CC

Budget hreshold segment 1 [Fund

Budget ihreshold segment 2

After you define segment values in the Budget Department Settings program, the Define/Start
Budget Projection program includes the Threshold Amounts option on the ribbon. Clicking the
option displays the Budget Threshold Amounts screen, where you can define the maximum

threshold amount for each segment v Iye in the projection.

-~ > Budge x
" HomE
@ Q #* &
Accept Cancel Search Update Ret
Confirm o Actio Output Office Tools
Fund Description Max Amount
1000 GENERAL FUND
100 TAUNIGIPAL FEBERAL GRANTS
2000 SPECIAL REVENUE FUND
6000 CAPITAL PROJECTS
9000 SCHOOL FUND
9005 FOOD SERVICE FUND
9020 GRANT FUND-SLG
9100 SCHOOL FEDERAL GRANTS
GFA GFA
SA STUDENT ACTIVITY FUND

Once a segment level threshold is defined, the Next Year Budget Entry program prevents entry

" HomE

o]

rojectio
Account 1000 5910 (= | NCCOUNTY TAX
Segment threshold Fund 1000 remaining threshold | weesees
Budget Levels
q 2010 Budget 2011 Budget b |||Text

DEPT 00 /=)

DEPT DIR 0=
BUDGET 00/
COUNTY MGR 00 00/
| Notes
COUNCIL 00z 00/
Projected actual 120,000.00 | [LY Revised

Hislorical Budget Amounts

2009 Revised Budget Actual % Used

Original budget 126,000.00 2000 1,000.00 00 .00
Revised budget 126,000.00 2007 1,100.49 2,000.00 180.26
Budget less cfwd 126,000.00 2008 120,000.00 00 00

Current actual 00 2009 126,000.00 00 00
Actualless ciwd 00
Encumbireq 00

Encumbireq less cfud
Avallable budget

25,000.00

Projected actual 396,300.00 416,115.00 100.00

20f3 Cannot allocate more than available threshold allocation.

o_f any budget amount that would_cause the segment total to exceed the assigned threshold.

Munis Major Enhancements Version 11.1 Financials
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Next Year Budget Entry

The Next Year Budget Entry program is revised to streamline the budget entry process. The

program opens to the Account Find screen, where you must enter a projection number, budget
level, and account segments. Select the Hide Budget Detail check box to direct the program to
not display the Budget Detail For group on the main program screen.

MNext Year Budget Entry - Munis > Account Find @ | 2 x

" HOME

Accept Cancel e T Exce e . PN Return
Confirm Search Actions Output Office Tools

Define Projection !

Projection number HE...15

Budget level 1 Calculation Method |1 - Current Budaget

Hide Budget Detail
Fund
Function/CC
Department

Program

Grade

Grant/FunSrc

DOE Function
Category

Character Code

Org

Object

Project

Account type

Account status

Rollup Code

=

After you complete the Account Find screen, the program displays the main Next Year Budget
Screen. The Change Projection option is replaced by the Account Find screen. You can return
to the Account Find screen by clicking Search on the ribbon.

o Mext Year B a @ 7 X
W Home
0 @ Q - I ’ l:c: file \;Von:: _||‘ ELA,CICIO:OM Inquiry ;EWNDZE:
Accept Cancel | Search | = Add  Update Print Bxcel e ttach etailIn ercent Update
& Preview 8 schedule @ nert==  Detail Entry BEwmore.~
Confirm Search Actions Output Office Tools Menu
Current Projection: 15 15 Access level. DEPT
DEPT Tofal DEPT DIR Total BUDGET Total COUNTY MGR Total COUNCIL Total 2009 Prictd Total
25,000.00 00 00 200 00 396,300.00
Account
Month Text C Org Full Account Description 2010 DEPT Amount| 2010 DEPT DIR Amount i
N Y N 1000 NC STATE TAX 20,000.00 .00
N N N 1000 NC COUNTY TAX 00 0o
N N N 11993000 INSURANCES 5,000.00 0o
TOTALS TOTALS 25,000.00 0o
< >
dget Detail for Acco 000 5900
Year Ln| Proj Qty| Proj Ami DEPT Qty| DEPT Unit Cost DEPT Amount DEPT DIR Qty| DEPT DIR Unit Cost| DEPT DIR Amount
2010 10 00 00 1.00 20,000.00 20,000.00 00 00 .00
< >

Munis Major Enhancements Version 11.1 Financials Page 14



The ribbon options in the Menu group are revised to more accurately describe the screens
they access.

.te Mext Year Budget Entry - Munis o 1 2 »*
3 g ¥
" Home
0 @ Q ? B Text file [ word ' GL Account Inquiry  Text/Notes
- v I roF Email Detail Info Percent Updat
Accept Cancel Search Add  Update Print L] Excel Bemi Attach ewatin resnt Upeats
4 Preview B schedule © 2lerts- | Detail Entry B vore.. -
Confirm Search Actions Output Office Tools Menu Account Info
Current Projection: 15 15 Access level: DEPT I
Projected Refresh
DEPT Total DEPT DIR Total BUDGET Total COUNTY MGR Total COUNCIL Total 2009 Prictd Total
25,000.00 00 00 00 00 396,300.00 Approve
Department Notify
Account E ]
- Detail Find
— Move Detail

Month Text C Org Full Account Description 010 DEPT DIR Amount H

N ¥ N 1000 NC STATE TAX Mass Delete 00

N N N 1000 NC COUNTY TAX Export to Project Ledger 00

N N N 11999000 INSURANCES Recalc 00

TOTALS TOTALS Gen Future Yrs 00
< >

> tyler

To update budget amounts on the main program screen, click Update on the ribbon, and then

enter budget amounts in the columns. Your ability to enter and revise budget amounts is
controlled by the permissions assigned to your user role.

Ne: dge

" Home

Accept Cancel Search

w @ Q xDE‘e*:E e ] .' = . Use Calculstor

Confirm Search Actions Output Office Tools Menu
Current Projection: 15 15 Access level. DEPT
DEPT Total DEFT DIR Total BUDGET Total COUN

a COUNCIL Total 2009 Prictd Total
25,000.00 00 00 00

00 396,300.00

Month Text C Org Full Account Description 2010 DEPT Amount_ 2010 DEPT DIR Amount i

N ¥ N 1000 NC STATE TAX * .00
N N N 1000 NC COUNTY TAX 00 00
N N N 11998000 INSURANCES 5,000.00 00
TOTALS TOTALS 25,000.00 0o

< >

Budget Detail for Account: 1000 5300 NC STATE TAX

Year Ln| Proj Qty| Proj Amt DEPT Qty| DEPT Unit Cost DEPT Amuunt: DEPT DIR Qty| DEPT DIR Unit Cost, DEPT DIR Amount

2010 10 .00 .00 1.00 20,000.00 20,000.00 00 .00 00

< >

The Detail Info screen is redesigned to more clearly present amounts and information, as well
as to improve the speed of budget entry. When amounts are entered at the detail or monthly
level, the Next Year Budget Entry program does not allow further updates at the amount level.

If you attempt to update at the account level when detail or monthly amounts exist, the
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rowse

Confirm Search

Account 1000
Project Account

+ ? X Delete

Add  Update

. 5900

Actions

Output

Gl <

Return

Menu

Current Projection” 15 15 Access level DEPT

.| NC STATE TAX

Year 2010
Line 10
PeriSeq 000

New item in existing program

!:] Is this a 1-time expenditure or revenue?
[] Priority item

Request group

User-defined

Approval Status

Quantity
Unit cost
Total

Requested

100
20,000.00
20,000.00

Position
Description Job Class

Group

Grade/Step

Location

Position

Employee Number
Jusitiicalion Benefit/Deduction

Payroll Projection

Qty
DEFT 1.00
DEFT DIR 00
BUDGET 00
COUNTY MGR .00
COUNCIL 00
Projected actual .00

Amount
20,000.00
00
00
00
0
00

Account totals
20,000.00
00

00

.00

00

.00
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Contract Management
Contract Change Orders

The Recalculate Cap and Retainage Differences with Change Orders and Payments check

box in Contract Entry and Contract Change Orders is replaced by the Recalculate Cap Amount
with Change Orders, and Calculate Retainage Differences with Change Orders and Payments
check boxes.

ct Change Orders - Munis ® L
W HoME
Accept Cancel Se o
Confirm Search Actions Output Office Tools
Contract 200600003 - To Be Rolled Status Entered by todd bolduc
Method Encumbered Hold Payments O original POSTED Entered 1212372014 [
Vendor 1000]...| ABC SUPPLY COMPANY > (®)Change Order |CREATED Modified 1272372014 [ [4 Printed

Main User Defined | Accounts | Hems | Subconfractors | Insurance

Bonds in lieu of retainage

Cap
Retained to date

D Recalculate cap amount with change orders

Remaining

D Calculate retainage difierences with change orders and paymenis

Contract Completion Starting Percent

Liquidated
Pemmanently withheld

Unrelieved

Contract Completion Ending Percent

0.00
0.00
0.00

0.00/ Invoices (0
0.00 Journals (0}
0.00

Percent To Retain

[Retainage |

Original 5,000.00 Open Req 0.00 0.00 % Regquisitions (0) Milestones (1) |
Revised 5.000.00 Open PO 4,560.00 9120 % Purchase Orders (1) Eerformance (0)

Liquidated amt 4,560.00 Expended 0.00 0.00/% Invoices (0)

Encumb balance 440.00 Available 44000 880 %

Selecting Recalculate Cap Amount with Change Orders directs the program to reset the cap
amount when amounts are increased or decreased using a change order. Selecting Calculate
Retainage Differences with Change Orders and Payments directs the program to remedy
missed or overpaid amounts when change orders are posted to a contract. Over or under
amounts are applied on the next accounts payable invoice to the contractor.

The Withholding Information screen in the Invoice Entry and Modify Invoices programs
displays contact retainage by project string and general ledger account combination. The
amounts can be manually increased or decreased when the Recalculate Retainage

Munis Major Enhancements Version 11.1 Financials Page 17



. tyler

Differences with Change Orders and Payments ch

unis > Withhol

eck box is cleared on the contract record.

rmatio o ? x

™ Home
Accept Cancel Search Return

Confirm Search Actions Output Office Tools
Withholding Amounis

General 0.00 Apply

r
&

1099 0.00 Apply

r
&

Contractor Withholding Modify

Org Obj Proj Invoiced Amount Withheld Percent Withheld Amount
~
v
Vendor Withholding Modify
Line Withholding Type Org Obj Proj Invoiced Amount Withheld Percent Withheld Amount
~
v
< >
Invoiced Total 100.00 Total Withheld Amount 0.00

Contract Workflow

The COE - Contract Approvals and COM — Change Order Approvals workflow business rules
route workflow based on contract types and subtypes. When you create or update a COE or
COM business rule, the Location and Group BU lists are replaced with Contract Type and
Contract Subtype lists from which you can select type codes. Contract type and subtype codes
are created in the Contract Types and Subtypes program.

o @ ? x
" HoMmEe

i Alt Approver
Accept Cancel

Confirm Search Actions Qutput Office Tools Menu
Business rule setup

Process com ...| Change order approvals N - -
Other Opfions Deliver immediately Rule ID

Department
[ catchall rule

Contract Type 100 (IDA) -

Group approvers at this step
Contract Subtype |100-2 ®

'® First approver can complete this grou
Reason - PP P group

() All approvers needed to complete this group
Approver(s) wsuser .| Wsuser () By source business rule - First approver from rule can complete this group
() By source business rule - All approvers from rule needed to complete this group

* - All groups at a step must be completed to advance to the next step or complete the workflow.

Role(s)
Step 1
Type AMT - Dollar Based
Min Amt 0.00 Max Amt 999999999 99
Rule Type Approve
Line And/Or | Group By | Seg Field From To Group By
< >
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Employee Expense

Expense Claims

The Expense Claims program processes overpayments made to employee expense claims.
Overpayments are processed after the claim is fully reimbursed and in status 20—
Reimbursed/Closed. Once a claim has achieved this status, click Overpayment on the ribbon
of the Expense Claims program to open the Return of Overpayment screen.

" Home
q E Browse 7 X Delete ﬁTﬁﬂMa g ‘;‘ 7 [BNotes Project Summary
. T g ror
St B (lpdete = B Emal S Receipts Required  Allocate
= Duplicate ) Preview @ schedule @Aetss  GLAllocations B More..~
Confirm Adtions Output Offic | Toolks Me Relea
Ciaims
Claim number 35 Entered by todd bolduc ()
Claim template CASHADV ... CASH ADVANCE Dept 135 FINANCE DEPARTMENT
Claim status 20 - Reimbursed/Closed Defaultorg 11135000 ...
Employee number 107]...] ADAM LANGER Default project
Employes location 135 Fiscal year 2009 @ current Year ONext Year
= Notes Event
= Employee Address | o Expense Claims - Munis > Retum of Ovarpayment @ X
T 1 %" Home = < —_—
Deta | Dates | Tomms QEE
Invoice for Cash Advance
Document CASHADV CASH ADVANCE
Vendor = View Invoice

20 - Reimbursed/Closed
107 ADAM LANGER
135 FINANCE DEPARTMENT

Invoice for Final Payment
Document 5866
Vendor 1| = View Invoice

n
LTIl it Expenses | Comines £ & Notes |

[pates ___________________________________JPayol 1
Date FOOD) Daily Tota

Entry date (=] | Pay Record for Overpayment
QenalD A0l 15901 ppproval date o Job class
0210372010 15.00 5.00|
Rejection date (=] Pay type 0
Payment dale =]
Expense Delail
- § _ _ |[Expense Type ["Unit Detail Date T Cash Advance] Original Total  Overpayment Amount “New Total Comment
Totals FooD| Per Diem Toly| FooD Per Diem 0210212010 0.00 15.00 0.00 15.00
3000 300 "FGO0 Per Diem 0270372010 0.00 1500 000 15,00
MISCELLANEOUS Unit 0 each @ $0.000 0.00 0.00 0.00 0.00
< >
Cash Advances FOOD| caTotall < >
0 e | Claim Totals
Cash Advance Total 0.00 Original Total 30.00 Overpayment Total 0.00 New Total 3000

The Return of Overpayment screen provides the fields necessary for completing the
overpayment. Enter the amount of overpayment for each line on the claim in the Expense
Detail group. The program automatically updates the New Total column for each claim, and
recalculates the values of boxes in the Claim Totals group.

Expense Detail

Expense Type Unit Detail Date Cash Advance Original Total ‘Overpayment Amount| New Total| Comment
FoOD Per Diem 02/02/2010 0.00 15.00 6.00 9.00
FooD Per Diem 02/03/2010 0.00 15.00 [p.00 % 12.00
MISCELLANEQUS Unit 0 each @ $0.000 0.00 0.00 0.00 000

<

>

Claim Totals

Cash Advance Total 0.00 I Original Total 30.00 QOverpayment Total 9.00 New Total 21.00 1

After you complete the Return of Overpayment screen and click Accept, the program displays
a confirmation message that queries whether to update the claim to a status of 22 — Entered
Overpayment. If you click No, the program returns to the Return of Overpayment screen
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without updating the status.
Munis ®

@ Overpayment amounts have been entered. Do you wish to update the status to '22 - Entered Overpayment'?

Yes No

Confirm the update and then click Return to return to the Expense Claims program. Clicking
Allocate on the ribbon opens the Employee Expense Claim GL Allocation screen, where you
can update the allocation accounts for the claim lines, and then update the claim status to

s 0 7 X%
" HomE
Q (= Browse 7 X Delete I Text file i* 3| EBwe MT EINotes
Sea Add  Update Pl L Bl EBEmai ach Spomgpisita
=/ Duplicate ) Preview Schedule @ Alertss  GL Allocations
Co Actions Output Office Tools
Claims
Claim number 35 Enteredby todd.bolduc A
Claim template  CASHADV ... CASHADVANCE Dept 135 ... FINANCE DEPARTMENT
felan;statits Expense Claims - Munis > Employee Expense Claim GL Allocation ® a %
Employee number [ 3**  HOME
Employee location ° @ Q 7 X Delete I ie (A B . Set Overpayment To Defaults
s = = o y i
Accept Cancel Search = Add Update P E‘IV i - HomoasRoated | e
Details | Dates ‘ Confirm Search Actions Output Office Tool Menu
sy Comoetat /|
“| Claim number 3%
Status 22 - Entered Overpayment
Employee ADAM LANGER
Expense FOOD FOOD - FOOD
Date 021022010
Line cash advance 0.00
Line Total 15.00
Amount to allocate 15.00
Overpayment amount 6.00
Payment Type PATy... Project Account [org Obj [ Project | Description Amount GLBud | PABud | Oven
Final Payment 11135000 5290 MISC EXP 15.00 U

After the claim is allocated, the Expense Claims program displays a status of 24 — Allocated
Overpayment. Click Release on the ribbon to release the claim for approval. Return of
overpayment claims are controlled by the EEO — Claim Return of Overpayment workflow
business rule. Once approved by a workflow approver, the claim is given a status of 28 —
Approved for Overpayment. If the EEO business rule is not set up by your organization, the
return is automatically approved and updated.

In order to complete the return of overpayment process, open the Expense Conversion

program. The Payment Type list includes a Return of Overpayment type. Select this type to
process overpayment claims.

4 Expense Conversion - Munis a U 7 X
.':-" HOME
Bro Delete Text file [0 word Notes Audit Define Output-Post
Y @aue ndate &6 ol - 103 — Ema = R\ Notify Maplink-  Select
Duplicate Previe Schedule © Aertss Browse Claims
Confirm Search Actions Output Office Tools Menu

Conversion Criteria

Payment type Refturn of Overpayments

Department ... All departments

Overpayment PA type PA account

‘Overpayment account 1000 2010
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Once the returns of overpayment claims are processed, the Expense Conversion program
displays a list of the general journal entries and accounts payable invoices it has generated.
These records must be manually posted in the appropriate Munis programs to complete the
return process. Each claim is updated to a status of 30 — Reimbursed with Overpayment. You
cannot process additional overpayments against claims of this type.

o Conve - Munis > Genera a ? %
W Home
c @ Q ) Text file [ word Show/Hide Cols
- = PDF Customize Screen Form
Accept Cancel Search Print Excel Retumn
£ Preview
Confirm Search Actions Output Office Tools Menu
Claim Number Claim Template Employee Overpayment Amount Journal Year Journal Period Journal Number
35 CASH ADVANCE ADAM LANGER 9.00 2009 12 47
< >
Search / Fifter
Q 7 4 » 1oeofl
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Fixed Assets

Fixed Asset Transaction Entry Post

In the Fixed Asset Transaction Entry Post program, you can retire or dispose of multiple asset
records at one time using an import file. This Excel import file must include a column that
contains the asset numbers to retire or dispose.

After you have created the import file, open the Fixed Asset Transaction Entry Post program
and select either the Retirement or Disposal transaction type. Both the Retirements and
Disposal screens provide an Import option on the ribbon. Click this option to open the
Retirement Import or Disposal Import screen.

HOME

Q = Browse I 7 X Delete D Text file ] o Approvers
P B ror [ email ew AccOde{s  Output/Post

Search — Add  Update

Search Actions Output

Retirement Data

Effective date (i - elect Transaction Type - Munis > Retirement > Retirement Import o ?2 X
date |

Accept Cancel Sear > e % Return

Import file | kS|
Column headings

Fixed Asset column

Fixed Assetfield  [Asset number

Effective date 1213172014
Posting year/period 2009 / 12
Disposal code

Refirementdate  12/31/2014
Reason code
[ Include subsidiaries

The import screen defines the file and data to import, as well as the information for the
supporting journal entries. If you select the Include Subsidiaries check box, all subsidiary
assets for each asset on the import file are also disposed of or retired. These subsidiary assets
are not required to be included in the import file in order to be retired or disposed.

The program produces an error report if any of the assets on the import file could not be
processed, such as when the asset number on the file does not exist in Munis or a pending

transaction already exists for the asset.
G

12/31/2014 12:43 MUNIS |2 1
todd.bolduc Retirement Import Error Report faentpet
Asset Number Error

100 heset does not exist or a permission restrict

10001 hAeset does not exist or a permissicn restr
40 Aeset does not exist or a permissicon restr

1 Aeset doee not exist or a permission restrict
2 A transaction already exists for this asset.
3 heset does not exist or a permission restriction exists.

r '
Mmoo mmmn

** END OF REPORT - Generated by Todd Bolduc **
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After you complete the import process, the transactions must be released to your
organization’s workflow system, and then posted using the Fixed Asset Transaction Entry Post
program.

Fixed Asset Work File

The PO Import and Invoice Import ribbon options have been removed from the Fixed Asset
Work File program. They are replaced by the Process Purchases option. Clicking this option
opens the Process Purchases screen from which you can process both invoices and purchase
orders.

¥ HoMmE

Create/Improve

7- K Delete B I Text file i}
~ F
5 Update B o= St
3 © lerts- s Bwvore.. -
Confim Ad Cutr i Toals fenu

Work record
'Work record number

Source

imported information '-;_‘ e s R L 3 “ o
E HOME R —
PO number Y -
e @ @ Q | rouse L T [ word +  Define Process
Document Accept Cancel Sesrch (= C | Add Upda ¢ p = : e . Select Al Return
- 2 Select None
T Confirm Search Actions Output Office Tools Menu
B e Puchaes
Source Purchase Orders
Document number range to
Invoice number range to
Group invoices by PO
FO number range to
FO Status Al
Eniry date range =] 1o (]
Department range co to/CO

Default reason code

Default improve flag

I
Proc... PO Number| PO Year Liné Effective Date | Vendor Vendor Name Dept Description | Document Sequence| Status
20080044 2008 1 1013 STAPLES co WIDGETS 0
20080045 2008 1 1000 ABGSUPPLY COM GO FIXED ASSET PURCHASE WITH MULT 0
20080061 2008 1 1012 OFFICE DEFOT co 3 new poweredge servers 0
20080061 2008 1 1012 OFFICE DEFOT co 3 new poweredge servers 0
20080061 2008 1 1012 OFFICE DEFOT co 3 new poweredge servers 0
< >

5, Purchase Order(s) selected for processing

In addition, the WO Import ribbon option in Fixed Asset Work File has been renamed as
Process Work Orders. Project Import is renamed as Process Projects. The Process ribbon
option has been renamed as Create/Improve. The functionality of these options is unchanged.
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General Ledger
General Ledger Settings

The General Ledger Settings program includes the Auto Generate DTDF Entries in Journal

Entry, Enforce Carry Forward Budget Checking, and Perform Cash Level Validation During AP
and JE Entry check boxes.

When your organization selects the Auto Generate DTDF Entries in Journal Entry check box,
journal entries do not encounter a journal out of balance error when the journals will be
automatically balanced using DTDF entries. In addition, if your user role does not permit you to
post out of balance journals, you can still post unbalanced journals that will be balanced by
DTDF entries. You cannot modify the automatically created DTDF lines on a journal.

The value of the Enforce Carry Forward Budget Checking check box determines whether
carryforward budget checking is enforced during the creation of both purchase orders and
invoices. The default value of the check box is not selected.

Selecting the Perform Cash Level Validation During AP and JE Entry check box causes Munis
programs to verify cash levels at the time a record is entered. If the cash level is insufficient,
and you do not have override permissions, the program does not allow the record to be
completed. Override permissions are assigned in General Ledger Roles. Verification can be
erformed at a fund or subfund level based on the fund settings in Chart of Account Segments.

s, General Ledge g ? x
W hoMe
7 I Text file 3]
A
Update Print FoF
& Preview O dlerts-
Confirm Search Actions Output Office Tools

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

Default yeariperiod 2009 12 Auto Update
Current year/period 2009 13
Fiscal year date range 07/01/2008 [ to |06/30/2009 )

Halding current year open
Enforce override period restriction when posting
Pooled cash/treasury fund

Budget level 1 label DEPT Use project accounting

Budget level 2 label DEPT DIR Grant stored in segment 07 - DOE Function
Budget level 3 label BUDGET Grant Exp Cat in segment 11 - Object
Budget level 4 label COUNTY MGR Use budgetary GL control

Budget level 5 label COUNCIL Include code check

Final budget level | & Include requisiion amounts in budget chacks

| Perform cas| nd JE »:rm;.]

Budget carry forward method

N Update revel transactions
)1 GAAP Prompt to enter rollup code when creating accounts

()2 Budgetary

@® 3 GAAP/Budgelary combined Enforce carry forward budg g

) 4 Transfer Auto generate DTDF enfries in Journal Entry

Account restriction for users with multiple roles |Inclusive
Default journal status None - Workflow

Next Allocation Number 1
Balancing Level
Secondary Defined By Fund
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Month End Processing

The Month End Processing program includes the option to complete processing using Munis
Scheduler. To do so, open the program and click Schedule on the ribbon. This displays the
Roll Options screen where you can define the parameters for scheduling the month end
process.

2] Month End
¥ Month End Welcome, Todd Bolduc
ET
] 3| & @ @
Load Journals Run Month End | Schedule | Table Validation Account Trial Balance Balance Sheet
Actions Program Links

Process Year: Process Period: [1Av| [] Automatically roll the current period to the next one.

WARNING! - Create a database backup, ensure Wu are the only munis user, and run Table Validation, Account Trial Balance, and Balance Sheet before processing.

e P %

* | HOME H

Te E @ Defi
- F = :
© Alerts-

Confirm Search Actions Output Office Tools
RollOptions
Execute this report Ata scheduled time
Process year/period 2009 [12 JUN

Roll period
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Inventory

Inventory Settings

The Inventory Settings program contains an Allow for Multiple Expense Allocations on Pick
Ticket Requisitions, Pick Tickets, and Issues via Inventory Transactions check box.

¥ Inventory Settings - Mu
oo FORERB
| Inventory Seitings

Inventory Method Sefting Random Counting Setlings

jormal average cost MNumber of imes within the fiscal year each item is to be counted 0
werage cost across locations Estimated period in weeks when counting will occur 0
_ FIFO
Sublocation Settings 1 Pick Ticket Setfings |
| Sublocations () || Next pick ticket number 46
and level only

Back order ficket creation @ single ticket

up
@ Alow full use 5 2
{J Multiple tickets

| Update for r: Aul

Over committed condition @) wam only
|[[] Hide legacy aisle/bin fields

6] Stop
General Seftings
I

commodity code fable for item numbers

Update general ledger for issues and adjustments

Assign inventory fo employees on requisitions and pick tickets
QOverride pooled cash on inventory transactions.

delivery routes and schedules.

| Allow for multiple expense allocations on Pick Ticket Requisitions, Pick Tickets and Issues via Inventory Transactions

| Receive email notification for inventory shortages

Default FROM email address if different than user maintaining requisition
|[C] Use central depository fund

Default central depository fund

| Default markup percent 0.000
| Default secondary markup percent 0.000

| Inventory photo location pi e-\inventor

| Thumbnail phota size O small ®Medium O Large

When the check box is selected, the Line Items screen of the Requisition Entry program, the
Issues screen of the Inventory Transactions program, and the Pick Tickets program allow you
to enter more than one allocation for each inventory item line.

nis > Line ltems @ "X

W o oeaX
i

Fiscal year 2009 Number 20090112 Line 1 A
Quantity 1.00 Unit Price 75.00000
Commadity L [E uom EACH i
Inventory ltem 4889 =] Freight 00
Localion ) | Discount percent 00
@ Pick ticket
e O Purchase Credt )
Product 1D [...] Lineitem total 75.00

N e e e e e PR VST VRSV SV N

Remit WO Task
= Vend Risk claim =]
Vendor item no. [ Hotify buyer
1099 box [
seq Org | ovj | Project | Description i ‘Amount| GL Bud
01 11135000 [ 5290 &) [ MISCELLANEOUS EXPENSES 4000/ U
02 11135000 [ 5227 H [ CONTRACTUAL SERVICES 3500 U
o (R < =22 ] o0
< >
T— — Y
< 2>

0of 0

Munis Major Enhancements Version 11.1 Financials Page 26



= tyler

Project Accounting

Grant Manager/Grant Master

A Pass Through Grant check box is available in the Grant Manager and Grant Master
programs. In Grant Manager, the check box is located on the Grant Details tab, while in Grant

Master it is located on the Pass Through Grants tab.

Ending Fiscal Monin

Amount — e — T
Sub Grantee (Ven| = — 2l + Tl @‘ - < H i
advaocad (W o AddGrant Update Shans Expare Acachmants | Chart Mansgar . P Theough sl Grant Eport | Warings

Selecting the check box in either program indicates that the grant is a pass through grant.
Pass through grants track funds sent to vendors for expenditures made outside of the Munis
database.

In Grant Manager, the Pass Through tab is only accessible when the Pass Through Grant
check box is selected. The tab contains fields that define the terms and recipients of the grant
funds. This information is presented on the Pass Through Grants tab of Grant Master.

To modify the pass through subgrantee details, click Pass Through on the ribbon of Grant
Manager or the Maintain Sub Grantee(s) button on the Pass Through Grants tab of Grant
Master. Either action opens the Pass Through grants screen from which you can add and
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maintain subgrantee information for the grant record.

T Browse L ™= X Delete = Tet file o]
= + 7 (=] )
P

Granl name FEDERAL 08

Project Accounting Roles

Locked Budget Packages
The Project Budget Package Entry program contalns a Locked Budget Package check box.

. Project Budget Package Entry - Munis
':-' " HOME
Bro 7 Delete [ Text file (8 Word ll\ Notes Audit Update Projection Info  Export to GL Budget
= Glol C
Accent Coeel | Search & au i Updaie o ot B ror [ Emsil Atk f apl Change Budget Package  Export to Amendment
Duplicate & Preview [ schedule @ Alertss  Project String Inquiy B More...~
Confirm Search Actions Output Office Tools Menu
Projection information
Project Budget Package 4040 - Project Budget Package 4040 [[] Check if exporting to General Ledger Renew Status  |New
E Detail Amounts 1-5 |I| [/] Locked Budget Package Renew Amount 0.00
Project sirings
\ Text \ T \ Project String | T /\ Account \ Total Eunnemmmmq 2 Detail Amo
~
v
< >
Project string detail -
Line [T [Account | Projected Qty Job Class | Position I Unit Cost Total | Description
A~
v
< >
y
[ his Proect Budget Package has been locked and cannot be updated. |

When this check box is selected, the package is locked. Locked packages cannot be updated
or moved to the general ledger. Only users who have the Maintain Locked Project Budget
Packages check box selected for their user role can modify locked packages.
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Maintaining Grant Balance Sheets

A Maintain Grant Balance Sheet check box is available in Project Accounting Roles. You must
select the Maintain Grant check box in order to access the Maintain Grant Balance Sheet

check box.

v tyler

oo
%

3y

HOME

Role permissions
|:| Apply projects to transactions by default
Maintain projects
IMaintain project dates
Update project status
Maintain grants
Maintain grant balance sheet
Iaintain project segments
Maintain project strings
Maintain revenue allocation setup
Post o projects with a closed status
Override phase level transaction entry resrictions
Maintain reporting femplates
Enable project options
D Maintain locked project budget packages
Add repori templates to the menu

Approve over-budget condition on project and project sirings
Override default GL account on enfry

~

Project string/segment group access Full =

Maintenanc

m

© 0
=
Accept Cancel & o
Confirm Search Actio Output Office
Role ID MUNIS
Description Role for MUNIS staff users
Role is active

Enter actual adjustments

Delete actual adjustments

Post actual adjustments

Enter budget adjustments

Delete budget adjustments

Post budget adjustments

Enter encumbrance adjustments
Delete encumbrance adjustments
Post encumbrance adjustiments

Override with waming
Ahvays

Return

Tools

When the check box is selected for your user role, Grant Master and Grant Manager display
Account Master and Journal Entry options on the ribbon. These options are displayed but not
accessible if the Requires Balance Sheet Accounts check box is not selected for the current

grant record. The options open the Accou

W HomE
Q =] Browse == X Delete
Bowuie T # €,
wcel Search PR A Update
Confirm Search Actions

[Gan

Application # 93077 |

Grant number 98977
Status |Entered
Workflow Stalus |Hetd

| Manage using General Ledger

/] Requires balance sheet accounts

B Text file 8 word ”
~ / Notif i
b DPOF o mal o ‘
] Preview Schedule o Alertsm
Output Office Tools
Grantor
(=] ... | & | Address# 0f...
Contact
| Phone
| Email & |
g Fiscal Year

Grantiype JEUBLIG Starting Fiscal Year 2010

Qe Name: FUELIC SEACE REJVRITIONERGIECT Starting Fiscal Month Ending Fiscal Month

Department [HIST - HISTORIC BOARD
Grantor Type |STATE | Requested 0.00

Grantor ID Awarded 0.00

Liastar Crant numbar || Received 0.00.

nt Master and General Journal Entry/Proof programs.

Copy Funding Sources
Grant Billed Projects
History E More... *
M Allocation Amounts
SEFA Export
Release

Account Master
Journal Entry
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Update Project Status

The Project Accounting Roles program contains an Update Project Status check box.
Selecting the check box grants users assigned to the role the ability to manually update the
status of a project in the Project Master program. In addition, when the check box is cleared,
the Close Project option is not available in the Menu group of the ribbon in Project Master.

Aaintenance > Project Accounting Roles @ x

" HomE

Q0o =

Accept Cancel

&)
I

Return

Confirm Search Actions OCutput Office Tools

Role ID MUNIS
Description Role for MUNIS staff users
Role is active

Role permissions

|:| Apply projects to transactions by default Enter actual adjustments
Maintain projects Delete actual adjustments
Maintain project dates Post actual adjustments
[] update project status Enter budget adjusiments
Maintain grants Delete budget adjustments
Maintain grant balance sheet Post budget adjustments
Maintain project segments Enter encumbrance adjustments
Maintain project strings Delete encumbrance adjustments
Maintain revenue allocation setup Post encumbrance adjustments

Post to projects with a closed status

Override phase level fransaction entry restrictions
Maintain reporting templates

Enable project options

|:| Maintain locked project budget packages

Add report templates to the menu

Approve over-budget condition on project and project strings Override with warning
Override default GL account on enfry Always
Project string/segment group access |Full =

10of1

Project Budget Package Entry
Project Budget Package Entry provides a Percent Update option on the ribbon. Click this
option to open the Percent Change screen, which defines percentage increases or decreases
to request amounts in a budget package.

@ 2 X
HOME
Q 7 elete | Text file a3} Al Update Projection Info  Export to GL Budget
s Y
Search B Upeate = PDF == 3 email e Change Budget Package  Export to Amendment
& Preview B schedule @ Alertss  Project String Inquiy &) More...~
Confirm Search Actions Output Office Tools Ment Text
Projection information I
. . percent Update
Project Budget Package 4040 - Project Budget Package 4040 Check if exporting to General Ledger Renew Status |New G
iew Changes
4 Detail Amounts -4 » Locked Budget Package Renew Amount

Project strings

Text [T Projegt. «.ri.m Orn Ohiect ;l'{-\.lal l'-\l}ulnvntr Am»nfl,rttr - 4 Dotail Amount. 2 Dotail Amouns ; = =
HOME
3] Process Change @)
¢ Cancel i wd el ehum Return
Confirm Search Actions Output Office Tools Menu

Budget Year 2015

Percent 10
Inc/Dec  |Increase Amount
Rounding |Standard Rounding Amt
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Project Master

The Project Master program provides a Master Project option in the Budget Level list for
expense strings.

& x
| HOME
Ewo Reason
Accept Cancel Se !
Confirm Search Actions. Output Office Tools
Project
Project 1000 | [] Project ledger use only Department W .| PUBLIC WORKS il
Project Type Status Active
Title PLAYGROUND REFURBISHMENT Project available budget Life to Date
Shortttle Percent Gomplete 0
Major project 1000 ...| PLAYGROUND REFURBISHMENT Estimate to Complete 250,000.00
State ID # ME1332-89 Create fixed assel Ol=
Federal CFDA Project fiscal range JUN o [NMAY
Drawdown freq  WEEKLY Projected date range 061152013 [[to 101102013 |E
Description REFURBISHMENT OF EAST SIDE PLAYGROUND Actual date range to =]
Exlension date Number of Days
i Original 17
Justification STATE GRANT TO REPLACE AGING PLAY, Obligation dats
EQUIPMENT AND TO MEET UPDATED SAFETY Last dale to encumber @ |Revised 17
LAWS
Stiing Requirements N Ovemead Rates
Expense Funding Source Admin Overhead Rate 0%
Required level 2 - Phase 2-Source
Budget level | [EIZ0EE
= +,[No available budget check | e T = =
= General o avalable budget cheele o = = =
= w 1 = = =
rlifg- Amount
250,000.00
STATE 250,000.00
< >
[Grant Seq Grantor Name [ Exp cat Priority Award amt Reimb % Reimb max [IND % [ Total Billed to Date
< > i
20f28

Selecting this option for a project that has a defined Master Project causes the available

budget for all projects subordinate to the master to be combined when considering available
budget amounts.

For example, projects A, B, and C have Project 999 as their Master project. A, B, C, and 999
each have an available budget of 100. When posting transactions to any of these projects, the
available budget is 400 instead of the available amount of 100 for a single project.

Project Settings

The Project Settings program includes a Grants tab. This tab contains a Grant Reporting group
made up of check boxes used to define the grant reporting detail to be updated at the time
expenses are posted or entered.

The tab also includes a Grant Balance Sheet Accounts group. The group is made up of a
single check box labeled Use Grant Numbers as Project Codes. When you select this check
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box, grant numbers can be used as project codes on grant balance sheet accounts.

o~ Project Settings - Munis v 0 7T X
" Home FehER

Project Strings | Budget ‘ 3rd Party Integration Iﬂ’

Grant Reporting

Update Grant Reporting detail at the time expenses are posted/entered for:

D Actual expenses

[] Unpaid AP invoices

[] Encumbrances

[] Requisitions

Grant Balance Sheet Accounts

D Use Grant numbers as Project codes
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Purchasing
Purchase Order Entry

The three-way matching feature is expanded to allow for matching by amount instead of by
quantity. To activate this feature, select Amount as the Receive By option on a purchase order
when three-way matching is enabled.

" Munis @ ) ? x
oo QE+FXGBBREODD0B
Terms/Miscellaneous | User Defined
Purchase Order Details
| Batch 111 Entry 01/02/2015 i1 Status 2 Creation
| DeptfLoc co CENTRAL OFFICE Needed by [i1] Buyer Munis
| GL effec date 12/02/2009 1] Expire (1]
| Fiscal year 2010 O Current ® Next  Period [06 DEC Project accounts applied
PO number 20100001 41 [/] Three way match required
| General commodity Inspection required
| General description Inspector
l Receive By O quantity ® Amount
/ Approved = General Notes |
Vondc gt Purchase Order Entry - Munis > Line Detai @ . ? X
| Vend " | HoME Q06 ¢ '
| Name ase Orde
5 Fiscal year 2010 Number 20109601 Line 1
Vendor 1120 (ANDREW KONSTANOPOLIS)
Contract
-I eta
'Quantity 1.00 Amount S,Ddﬂ 00000
Commodity Freight .00 x
Product ID Discount percent 00
Credit .00
Line item total 5,000.00
Description
'_ & Add'l Desc/Notes |
Lanufactrer Renuirad By =

When you are entering line items on a purchase order that are received by amount, the
program automatically sets the value of the Quantity box to 1 and you cannot change it. You
must manually update the Amount box with the total amount of the purchase order line.
Purchase orders to be received by amount are released and posted in the same manner as
other purchase orders.

When liquidating a purchase order that is received by amount, the Invoice Entry program only
displays amount columns on the liquidation screens.
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Purchasing+

The Purchasing Plus Migration Utility is available to prepare your organizations’ Munis
database for conversion to the Purchasing+ product. The utility displays the number and type
of records that must be removed or amended in order to successfully migrate to Purchasing+
from an existing Munis database.

o Purchasing Plus Migration Wizard Purchasing Plus Migration Wizard Todd Bolduc
Export
All
Actions
Welcome to the Purchasing Plus Migration Wizard
Bids
There are 37 open legacy bids.
A These must be closed before migration may proceed.
Sourced Commodities
There are 40 cc to 5
A These should be converted to item supplier records after migration.

Bid Sourced Commodities

There are no bid commodities sourced to vendors.
v Export Bid Commodities

Enforcement Method 5 Contracts

There are 5 open type 5§ contracts.
A These must be closed before migration may proceed. Export Contracts

Iniiating Purchasing Plus Migration will allow limited access lo the Purchasing Plus applications and show warnings in existing
applications if an action is taken that will create more obstacles to migration.

During this stage you will be able to resolve any issues noted in the summaries above. Once all issues are resolved, you will be
able to complete migration.

Initiate Migration

Purchasing+ is a revised Munis Purchasing product that provides a combined Item File for both
purchasing and inventorying items, a completely revised Bid Management module that utilizes
a streamlined program interface and .NET technology, discount contracts for a vendor’s entire
product catalog or a range of commaodities, and defined differences between purchasing
contracts and bids and professional services or construction contracts and bids.

Purchasing Settings

Munis provides the option to automatically print purchase orders using Tyler Forms at the time
they are posted. The automatic printing feature requires that your organization have Munis
Scheduler installed.

In order to activate automatic purchase order printing, you must select the Allow Auto Printing
of Purchase Orders check box on the Requisition and Purchase Order Settings tab of the
Purchasing Settings program.
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" HomEe
Accept Cancel

Confirm Search Actions Cutput Office Tools

Bid Settings Contract Settings | Inventory Settings FEGTEHENL RS EEEY e GEG T LN EM  Third Party Interface Seftings | Global Seftings

General Seitings

Resirict cregfion of requisitions and purchase orders to next year only /“"‘/m‘\—fw

P S NS
Purchase Order Settings

Next CY purchase order number 20030044 PO print program export

Next NY purchase order number 20100001 PO delivery failure user

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

Auto-Decrease CFWD budget

Auto-Increase CFWD budget

D Default PO expiration date to last day of year

Allow workflow on PO change orders

Only receive on printed purchase orders

Allow quantity received to be greater than quantity on PO line
D Enforce invoice variance amounts in PO receiving

D Allow auto posting of purchase orders

Allow auto printing of purchase orders

Default auto-print printer | ]

[T Enforce purchase order expiration date in PO receiving

A default printer must be defined to Auto Print POs.

After you select the check box, the program makes the Default Auto-Print Printer box available.
You must complete the box with a valid printer name. This printer must be a Tyler Forms
printer with a default job setup.

If you intend to automatically print purchase orders when converting requisitions, you must
also select the Allow Auto Posting of Purchase Orders check box. This ensures that purchase
orders created by the requisition conversion process are automatically posted upon creation,
which in turn initiates the automatic printing feature.

When the Allow Auto Posting of Purchase Orders check box is selected, the Purchase Order
Change Orders program includes the Post Only and Post and Print/Reprint options on the
ribbon. The Post only option allows you to bypass the automatic printing for change orders,
while clicking Post and Print/Reprint creates a printed version of the change order.

der d ? X

" HomE

w Q =] Browse ? X Delete ) Text file )7 Bnotes [F vt Line Detail Post Only
Ba e : PDF laplin

a Email N Notes Post and Reprint
Accept C Search Update Print E

Excel Attach
& Preview Schedule @ Mertss  Project Summary  Print PO
it .

Confirm Search Actions Output Office Tool

m Terms/Miscellaneous | User Defined A

Purchase Order Details

| DeptiLoc 135 ..., FINANCE DEPARTMENT Status
|Fiscal year 2006 ® curent O Next  Period 04 Buyer O original 8- Printed
| PO number 2 == @ Change Order |A- Approved
General commodity
General description Copy Paper Entered 030212012 [
Inspector Needed by =
|| = General Notes | = Receiving (= Invoices Receive By @® Quantity O Amount Expire [
Last changed 017252008 [ 03

Units of Measure

All Munis Purchasing programs, as well as any program that interfaces with them, use
standardized units of measure. These programs no longer allow you to enter unit of measure
values as text. Instead, you must define the available units in the Units of Measure program.
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The Units of measure program consists of two tabs that define and display unit of measure
values. Each value can be set to a status of Active or Inactive by clearing or selecting the
Active check box on the Units of Measure tab.

+ X &

Add Delete | Excel

Actions Office

Unit of Measure

*;
Units of Measure

Search

Unit of Measure

Units of Measure
Welcome, Todd Bolduc

Unit of Measure v | Description | Active |

[Box | -

@ Units of Measure

Description BOX Units of Measure | Search Welcome, Todd Bolduc
o
Active QAdvanced Exel
Search Office

Units of Measure (9) Records per page
K< 234.. >l

BOX BOX Yes
BUCK BUCK Yes
CASE CASE Yes
EA EA Yes
EACH EACH Yes
GAL GAL Yes
PAL PAL Yes
QT QT Yes
REAM REAM Yes
K< >l

Once one or more units of measure are defined, they are available for use in any unit of

measure field in a Munis program.

unis > Line ftems & 7 x
" HOME
- & B VS Notes f?’f‘

& . = 3 \ 4

Accept Cancel Search © fa Print. - Retum
Confirm Search Actions Output Office

Requisition
Fiscalyear | 2009 Number 20090109 Line| 1 A

Quantity

1.00

Unit Price 00000
Commaaty o (&
Inventory item i3 Freight 0
Location Discount nercent o0
> picd % tion E temns > UOM H
O Pick] s
Type Opud~ HOME
Eroduct 1D E B Textfle B word Show/Hide Cols &
= 2 )
Accept Cancel Search = W = Customize Screen Form (&
& Preview
Confim | Search Output Tool
d | uom Description
1 EACH EACH
2 BOX BOX
3 CASE CASE
4 PAL PAL
5 REAM REAM
6 GAL GAL
7 ar ar
8 BUCK BUCK
9 EA EA
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Work Orders, Fleet, and Facilities
Work Order Assembly/Kits

The Work Order Assembly/Kits program is available. The program defines kits to be used as
part of a work order or work order template. Kits are a collection of items and charges
associated with a specific work order task. For example, you can create a kit for oil change
tasks that contains various standard supplies (oil, filter, collection tray), labor costs, and other
charges (disposal fees, spill cleanup) required for completion of that task.

st Order Kits - Munis a U 7 X
W Home
Q = Browse + 7 X Delete B Text file [8 word ote 2 Inventory  Supplies
o Searcy B Que | i it S - L s ) . o ol Outsourcing
=/ Duplicate & Preview chedule @ nert  Equipment Overhead
Confirm Search Actions Output Office Tools Menu

JNote_______
Servicing department |PW - PUBLIC WORKS KIT FOR SUPPLIES AND LABOR INVOLVED IN OIL CHANGES

Kit code OIL CHANGE

Long descri ption OIL CHANGE

Short descri ption OIL CHANGE

Available kits 0

Labor Equipment Supplies Cutsourcing Overhead

[nventory item [1tem Description | commoaity [Location | Quantity Tcost

K < 10f1 » M Record(s) added.

Each component of a kit is added to the record by clicking the options in the Menu group of the
ribbon. Each option opens a separate screen that contains information specific to a different
charge type. For example, clicking Overhead displays the Work Order Kits Overhead Detail
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ass org Uraer Kits - Munis
W HoMmE

Q E| Browse I ? X Delete & et file 3] : Inventory  Supplies
» Ba - 5 - PDF ma Notify Labor Outsourcing
| Search = Add  Update Print Exc :
=/ Duplicate B Preview @ Nt Equipment
Confirm Search Actions Output Office Tools Menu

Work Order Kits 1
Servicing department [PW - PUBLIC WORKS
Kit code OIL CHANGE

KIT FOR SUPPLIES AND LABOR INVOLVED IN OIL CHANGES

Long description -
Short description " HomE

Waork Order Kits - Munis > Work Order Kits Overhead Deta

Q Browse i 7 K pelete [:)
o Search =M " Add Update Print " = e thac :' Return
Confimn Search Actions Output Office Tools
Work Order Kit Detail
Servicing dept PW PUBLIC WORKS
Kit Code OIL CHANGE OIL CHANGE

. Overhead Code | Sales Tax | Calc Type Rate | Quantity | Actual Amount

Overhead code
Calc type Overhead applies to: 1]
[&] Sales Tax
Rate

Quantity

Line total

Work order overhead detail 2

| Equipment

[B] Labor-Reg

|m] Labor-OT

W] Inventory

(W] Purchased Supplies
[B] Outsourcing

| Overhead

After a kit is defined, use the Apply Kits option in the Work Orders program to add the kit

components and charges to a work order record.

The Work Order Assembly/Kits program provides the ability to report the number of kits
available based on the current on-hand quantity of inventory items. To do so, create an active
set of records by clicking Search and then select an option from the Output group on the

ribbon.

12/04/2014 17:04 | INT_DEV
gerry.anderson |Work Order Kits

SVC DEPT KIT CODE DESCRIPTION

|MAINT MAINT-ONLY Long descrtipion for my kit AVAILABLE EITS: 14

[ LTEM DESCRIPTION LOCATION
(COMMODITY QUANTITY UNIT COST O’
2540 Adapter, 1/4 pipe f1
500 2.5000 12.5000
0z fuel type 3
2.00 7500 5.500
074310252702 AmPad, Itemf25-270 S
1.00 1.2500 1.2500
00514040559 1 IN. X 50 ¥DS. ROLL, 320 GRIT
15.00 10.0000 150.0000
EMPLOYEE CLASS
RATE QUANTITY TOTAL
43 TODIAN GUS 2000 Boes
15.00 5.0000 75.0000

*%* END OF REPORT - Gemerated by Cerry Anderson **
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System Administration — Financial Roles

The following table provides a description of permission changes in the Munis Roles programs
for Accounts Payable and Project Accounting programs.

Module

Field Name

Description

Accounts Payable

Maintain Vendor Insurance
Certificates

Provides the ability to access and update
vendor insurance certificates in the
Vendors program.

View Employee Vendor
Reimbursement Addresses

Allows users the ability to view the full
addresses of any vendor with the
Employee Reimbursement type. This type
is defined on the Vendor Settings tab of
the Accounts Payable Settings program.

General Ledge

r

Override Cash Amounts

Indicates that users assigned to the role
can override cash verification amounts
when entering records.

Project Accounting

Add Report Templates to the
Menu

Grants the ability to add project report
templates to the Munis menu.

Maintain Grant Balance Sheet

Assigns permission to maintain a grant’s
balance sheet accounts. You must select
the Maintain Grants check box in order to
access this check box.

Maintain Locked Project
Budget Packages

Provides access to project budget
packages for which the Locked Budget
Package check box is selected.

Update Project Status

Grants users assigned to the role the
ability to manually update the status of a
project in the Project Master program. In
addition, when the check box is cleared,
the Close Project option is not available
on the ribbon in Project Master.
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