
HOW TO LOOK UP A CHECK IN MUNIS 

Click FINANCIALS on the tool bar, Scroll to ACCOUNTS PAYABLE, Scroll to VENDOR PROCESSING  

Double Click VENDORS   

  
The Vendors screen appears; click the Magnifying Glass on the toolbar and type in your search criteria.  
NOTE: search “ACTIVE” status vendors when looking for payment of goods and/or services; search 
“TEMPORARY” status vendors if a refund or reimbursement was issued.   

  

Like other screens, the option to search multiple fields may be applied to improve the results. Hit enter on 

the keyboard or click the green check mark on the toolbar to reveal the outcome.   

In the example below, the Active Database is being analyzed for a payment issued to US Bank: 
 

  
If more than one vendor matches your search criteria, scroll through the vendors using the tool circled at the 

bottom of the screen; make sure you select the correct vendor. 

  
Here, the Browse button was clicked, which returned the following results: 

  



Upon determining the correct vendor, double click the record and the Vendors screen appears.  Select 

CHECK INQUIRY from the sidebar on the left. 

  
To search for checks within a specific date range, select the calendar next to each of the check date fields 

and choose the payment dates the vendor is inquiring about.  

  
After selecting the search parameters, hit enter or click the green check mark on the toolbar.   

 
Initial search results reveal the check number (warrant number on the actual instrument), payment issue 
date, payment redeemed date, and amount disbursed.  The Warrant field is the naming convention used by 
the Auditor’s Office to identify a group of invoice batches that were cash disbursed together. If the search 
reveals multiple outcomes, the view of the report may be manipulated to show the data in a preferred order 
by clicking the headers within the top row of the report. The Clr & Cleared Date fields are populated in 
MUNIS by the Treasurer’s Office when the physical instrument is presented for payment.  Individual 
payments can be double clicked to reveal more detailed information, including the Invoice Number(s), 
Invoice Date(s), Purchase Order Number(s), and Voucher Number(s).   
 



  
 
The actual Org, Object & Proj codes may be seen if GL Summary, found on the sidebar, is clicked. 

  
Return to the Vendors screen by clicking the red icon on the toolbar three times. 

  


