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Account Structure

Click on the Financials menu and select:
A. General Ledger Menu

A. Set Up/Chart of Accounts

E. Account Master
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Account Structure

Sample account number: 2013-21-A2-08-00-00-0000-01-520108

The account number is made up of nine segments.
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Organization (ORG) Code Structure

The Organization Code (ORG) is eight digits long and is divided into four (4) identifiable
segments. Each segment is two (2) digits in length.

. The first (1%) segment identifies the particular “Fund”

. The second (2") segment identifies the particular “Agency”
e The third (3') segment identifies the “Program”

e The fourth (4") segment identifies the “Location”

Example: Using ORG Code 10210100 and dividing it into four segments: 10|21 |01 |00
. 10 identifies the Fund in this example as General Fund

. 21 identifies the Agency which is the Auditor’s Office

. 01 identifies the Program, General - Real Estate

. 00 identifies the Location

The General Fund is the only fund where the first 2 digits of the fund number is used to identify
the fund in the ORG number. All other funds use the last two (2) digits of the fund number.



Organization (ORG) Code Guide

Description LOB LOC | Appr | SERV
Auth
00 00 00 01

10210000 21-ADMIN ADMIN 1000 21 0000 99 A

10210100 21-PUBL GEN-RE 1000 21 Al 01 00 01 0000 01 A
INFOR-GEN-
RE

10210200 21-PUBL INFO-AUD 1000 21 Al 02 00 01 0000 01 A
INFO-AUD

10210300 21-INTRGOV- APPRAISA 1000 21 A2 03 00 01 0000 01 A
GEAPPRAISA L

10210400 21-INTRGOV- PMT&CNS 1000 21 A2 04 00 01 0000 01 A

GEN- MR
PMT&CNSM

10210500 21-TAX RE TAX 1000 21 A3 05 00 01 0000 O1 A
ADMN-RE ACC
TAX ACCT

11210400 21- PMT&CNS 2011 21 A2 04 00 01 0000 03 A
INTERGOV- MR
ANIM-
PMT&CNS

13210100 21-PUBL INFO-RE 2013 21 Al 01 00 01 0000 O1 A
INFO-RE

13210300 21- RE- 2013 21 A2 03 00 01 0000 O1 A

INTERGOV- APPRAIS
RE-APPRAISAL

13210500 21-TAXADM- REACCTG 2013 21 A3 05 00 01 0000 01 A
REA-RE TAX

13210600 21-TAXADM- OTHERRE 2013 21 A3 06 00 01 0000 01 A
REA-OTHER T

32210600 21-TAXADM- ADM- 8032 21 A3 06 00 01 0000 01 A
ESTATE-OTHE  ESTAT



Object Code Guide

General Outline

Object Codes Type of Accounts

100000 Assets*
200000 Liabilities
300000 Equities
400000 Revenue
500000 Expenses

* The most prevalent asset account is 101000 — Cash

A complete Object Code Guide can be found on “Fiscally Speaking” at
http://www.franklincountyauditor.com/fiscally-speaking



http://www.franklincountyauditor.com/fiscally-speaking

Budget Groups (Rollups)

Legend:
First two digits Agency
Third digit Appropriation line item

Fourth and fifth digit  Budget number

Example:

Rollup code 21D03

Agency 21 — Auditor

Appropriation line item D — Capital outlays

Budget 03 — Real Estate (third budget)
Appropriation Line Items: Object Code Range:
A — Personal Services 510000 - 513100
B — Fringe Benefits 514000 - 519900
C — Materials & Services 520000 - 539900
D — Capital Outlays 540000 - 549900
E — Grants 550000 - 559900
F — Debt Service 560000 - 569900
G — Interfund 570000 - 579900
H — Contingency 580000 — 589900

J — Social Services 590000 — 599900



products in which each is created.

Source Code

API

BUA

BUC

CRP

GEN

Accounts Payable, Invoice

Entry/Proof, Regular
Invoice

Budget, Budget Transfers
and Amendments

Budget, Budget
Completion Journal,
Budget Transfers and
Amendments, New
Budget Posting

Posted Payments and
Reversals

General Ledger, General
Journal Entry & Proof,
Import JE ASCII File,
Recurring Journal Entry

Every journal is tagged with a three character source code that identifies the program in which
the transactions were created. The following table lists a few examples of source codes and

Program Journal Reference

Ref 1 Vendor #

Ref 2 Purchase Order #
Ref 3 Invoice

Ref 4 Invoice Entry Proof
Batch #

Ref 1 Journal Ref
Ref 2 Posted By
Ref 3

Ref 4 Resolution #

Ref 1
Ref 2
Ref 3
Ref 4 Journal Ref Desc

Ref 1 Agency
Ref 2 Receipt #
Ref 3

Ref 4 Batch

Ref 1 Journal Entry #
Ref 2 Journal Entered By
Ref 3 Journal Posted By
Ref 4 Short Description



Source Codes (Continued)

Source Code Program Journal Reference

POE

POL

POM

Purchase Orders, PO Entry
and Proof

Accounts Payable, Invoice
Entry/Proof, Purchase
Order Liquidation

Purchase Orders, Purchase
Order Maintenance

Ref 1 Vendor #

Ref 2 Purchase Order #
Ref 3

Ref 4 “PO Entry/Proof”

Ref 1 Vendor #

Ref 2 Purchase Order #
Ref 3

Ref 4 “LIQ/INV”

Ref 1 Vendor #

Ref 2 Purchase Order #
Ref 3

Ref 4 “PO MAINT” or “PO
CANCL”



Wildcard Characters

Special characters can be used during a “Find” operation to define the data you wish to retrieve.
Below is a listing of special characters used in MUNIS. The first three listed are the most
used characters.

*

<>

Wildcard for any string

Single character wildcard

And

Equal to

Greater than

Greater than or equal to

Less than

Less than or equal to

Not equal to
Range

Range

J*, *], *J* (characters only)

X?, ?X, ?X?, X?? (characters
only)

2|B

=x (default, ‘=" is optional)

>20 or >MILLS

>=20

<100

<=100

<>85
85:100

12:01:20..12:59:30
(generally used for
date/time)



Posted Information vs. Memo Balances

Most of the reports in MUNIS display information once a transaction is completely posted,
including the Account Trail Balance, Account Detail History and YTD Budget. However,
the GL Account Inquiry is an exception, which sometimes causes confusion. The GL
Account Inquiry display uses “memo balances.”

The “memo balances” are an up-to-the-minute account balance that shows you the year-to-date
total. The figure is updated at the point of key-entry for accounts payable and purchasing
transactions. The strong point of the memo balance is that it shows current financial
position.

The memo balances have had slightly less accuracy. While it has been minimal, we have seen
memao balances become corrupt when transactions do not go through the entire posting
process, such as during a power failure. While we do our best to ensure accuracy of the
memo balances, errors can go undetected until we perform the year-end close. Please keep
this in mind when you are using MUNIS for reports and inquiries.



Account Trial Balance Report

The Account Trial Balance program prints a trial balance for a single account
or arange of accounts, including the entire chart of accounts.

i Munis App Center - *TEST DATABASE MUNIS ¥10.3 Sep 13 2013* - krchesse - 09/25/2013

® Report 1 - Genero Report Viewer.

File  Wiew

HeID

& e

K< A[ i a s

Report 1

Page: 1 of 2

—
Previols Pagel

ACCOUNT TRIAL BALANCE FOR FY13/SEP TO SEP

FUND 2012

TE REFEREN
UALIC AS!!STANCE (10)
00-00-00-00-00-0000-00- LG]ODD

[
Al
54,
58
58,

5,235,522.49
ACHL K 344,760, 344, 7694
RUN:  WARRANT: 2988, 1,696,757
MAE
CASH RECEIFTS JOURNAL
CAEH RECEIPTS JOURNAL JE52.44
CASH RECEIFTS JOURNAL
CASH RECEIFTS JOURNAL
CASH RECEIFTS JOURNAL
CASH RECEIPTS JOURNAL
CASH RECEIFTS JOURNAL

ot

CASH RECEIPTS JOURNAL
CASH RECETPTS JOURNAL
CASH RECEIFTS JOURNAL
CASH RECEIFTS JOURNAL
CASH RECEIFTS JOURNAL
CASH RECETPTS JOURNAL

INCOMING EFT

Seort generated: (9281013 13:50
brogtae 10

. Listening on port 6401

The format of the report is nearly identical to Monthly Trial Balance by Fund,;
however, this program reports both detail transactions contained in the GL
History Table and GL Journal Hold Table. The Monthly Trial Balance by Fund
prints only those transactions in the GL Journal Hold Table.



http://help.munis.com/v73/gl/Content/Programs/glmtrbal01.htm

Account Trial Balance Report

To create a Trail Balance Report you will first need to select the “Financials”
tab. Next make the following selections:

General Ledger Menu

Journal Entry/History

Account Trial Balance

System  Favorites MEGERWESS Human ResourcesfPayroll — General Revenues  Property Revenues  Departmental Functions

A, General Ledger Menu * A, Set UpfChart of Accounts » | >
B. Budget Processing  * C. Journal Entry/History X A. General Journal Entry/Proof

C. Purchasing % D. End of Period i B. General Ledger Journal Approvals
D. Accounts Payable 4 E. Inquiries and Reports 4 C. Journal Inquiry/Print

G. Fixed Assets * | F Project Accounting * | D. Journal Analysis
»

K. Employee Ex?ense Account Detail History Report
L. Account Inquiry unt Trial Balance
M. Accounts Overview . Journal Reversal

. H. Encumbrance Journal Entry/Proof
— .
K. Export Journals
L. Recurring Journal Entry/Generate  Revenue & Citizen Services

: M. Post Summary Journals o
and Human Capital Management

'/' . Accounting Entries
O, Journal Import Templates o
P. Journal Export Templates




Account Trial Balance Report

The screen should appear like below:

My File Edit Help
90 s+ QRE 2R SANE EEERE Ba -

Report Options

Report Options Print (D)etail or (S)ummary ‘,‘
Fiscal year-to-date version ‘
=] evenue & Citizen Services

Tools

Repotting year | h
Display Format =1 — \d Human Capital Management
Reporting from period L \ to ‘ 4
Journal Detail from | 4 } to [3E]

(B)alance sheet or (A)ll accounts \:\
Roll up projects to object level

Omit 2era balance accounts

Sort By |
Print Org Code

Print Fund Header and Org/Obj on total line

Include page break between funds
Amaunts/totals exceed 999 milion dollars
Print report options

Include hold journals in beginning balance

Define year, period, totals, etc.




Account Trial Balance Report

The report will need to have the fund, org., obj., or
project number defined.

My Fle Edit Tools Help

00 +L8 QPR ¢O% LREB AI0E Bé »

Report Options Print {D)etail ‘ i ‘

2 Fiscal year-to-date verhqn !
Bkt Fomat ] evenue & Citizen Services

Repotting year | h
Display Format = — \d Human Capital Management
Reporting from period to ‘ "4
Journal Detail from 14| to ]

(B)alance sheet or (A)ll accounts
Roll up projects to object level

Omit 2era balance accounts

Sort By

Print Org Code

Print Fund Header and Org/Obj on total line
Include page break between funds

Amaunts/totals exceed 999 milion dollars

Click on the agnifying glass
- or press Ctrl + F to find a data

Print report options
Include hold journals in beginning balance

Define year, period, totals, etc.




Account Trial Balance Report

. GL Segment Find - Munis [*TEST DATABASE MUNIS V10.3 Sep 13 2013*]
My File Edit Tools Help

0@ + 2 AR +ER CRUB FHPE Ba- =000

Find by Segments

Fund 2013 (oee)

AEENCY
LINE OF BUS
PROGRAM
LOCATION
BLANK
SERVICES

(0 |

FUNCTION
Character code @

]

Org
Obect 10000 [
Project [Z]

Account bype v

Arcount stakus v

Fund Enter your fund number (i.e. 2013)

Tab Tab until you reach the Object Code field

Object Enter your object number (i.e. 101000)

Enter Enter
| = . .
& FE| Note: This symbol on your tool bar will
=l allow you to export report to Excel




[ Account Trial Balance - Munis [*TEST DATABASE MUNIS ¥10.3 Sep 13 2013%]
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{B)alance sheet or {A)ll accoun ts A
Roll up projects ko object level (il
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(B)alance sheet or (A)ll accounts: Select ||B||Balance sheet ONLY or || A

Roll up projects to object level: Click on the box to select or deselect
Omit zero balance accounts: Click on the box to select or deselect
Sort by: Use the drop down menu to select from:

1 — Account

2 — Balance Type/Account

3 — Org-Obj-Project

4 — Balance Type/Org-Obj-Project
Print Org Code: Click on box to select or deselect

All accounts

Print Fund Header and Org/Obj on total line? Click on box to select or deselect

Include page break between funds? Click on box to select or deselect

Amounts/totals exceed 999 million dollars: Click on box to select or deselect

Print report options: Click on box to select or deselect



Account Trial Balance - Munis
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Include page break between Funds Click on the File men
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Print report options

Include hold journals in beginning balance
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keyboard shortcut (Ctrl + P).

Output to send the report to the

u, then

use the

Define year, perind, totals, etc.
1 Record(s) found

Oukpuk Bype
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) PDF
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[ Account Trial Balance - Munis [*TEST DATABASE MUNIS ¥10.3 Sep 13 2013%]

My

2@

File

Report Options;
Brief Formakt
Display Format

Edit  Tools

Help

A enqQEEe FERfnEE E@EEEE
Report Options
o]

Print {D)etail or {S)ummary
2013

a| sep to | 3] see
o1jo1/1990 k24| to [1z/31/z013 REd
a |

= 9B @

Fiseal year-to-date wersion
Reporting year

Reparting from period

Journal Detail from

{B)alance sheet or {(A)ll accounts
Roll up projects to object level
Omit zero balance accounts

Sort By

3 - Org-Obj-Project

Print Org Cade
Print Fund Header and Org/obj on total line

Inchude page break between funds

Click on the X to
close this screen and
return to the main
MUNIS screen.

Amounisftatals excesd 939 milion dollars
Frint report optians
Include hold journals in beginning balance:

Define yeat, period, tokals, ske,
1 Record(s) found.



Account Trial Balance Report

Your end result should resemble the report below.
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Pay-In Procedures

The top drop down menus do the following:
General Revenues
A. Payment Processing

A. Payment Entry

¥ Munis Main Menu - *TEST DATABASE MUNIS ¥10.3 Sep 13 2013* - krchesse - 09/2712013

System  Favorites  Financials  Huran Resources/Payrol

B. Accounts Recelvable ¥ B, Paymerts Proof

C. Payments Journal

E. Receipts

F. Print Receipt Images

1. Over-Short Adiustrment Process

1, Transfer of Cwerpavments

. Bill Refund Processing

L. Mai Payment Processing

M, Process Lockbox File

0, Mass Payment: Processing

{1, Payment Batch Reversal

R. Setoff Debt Processing

3, Accounts Payable Remittance

T, Customer Statement

11, 3pecial Conditions/Nates Import

Y, Miscellaneous Cash Receipts Export
. Payments by Charge Group Export
¥, Partial Pavment Bil hotice Export

Z. Bill Notice Expart

A, Hon-5uffident Funds Hotice

A, Payment Plan Processing t
AF, Caloulate Amounts For Report Whiter




1. Click the add icon in order to add a batch.
2. Tab down to RECEIPT OPTIONS and type 1 for INDIV.
3. Tab down to DEPARTMENT and enter your agency’s department number.

4. Write down the batch number that is automatically
generated by the system.

5. In the DEPOSIT NUMBER field enter the year for which the revenue was earned in. This
MUST be completed January thru March of each year!

6. Press ENTER or the GREEN CHECKMARK to go to the next screen.

M Payment Entry - Munis [*TEST DATABASE MUNIS ¥10.3 Sep 13 2013*] =19
My File Edit Tools Help

@0 +unQARE DR IR EEdEE @ -

Pavment Entry Opkions

Entry Date 09fz7fz013 (R
Clerk

er e Please remember to
Receipt Option 1 - INDIY ORLY enter your department
Departmert CZD+—— AmmoR number into this box
Batch Mumber 10991

Depaosit Mumber

[

Interest Effective Date n9jz7lz

5L Effective Crate 0927120135 Ple,ase enter the year for

. 2013 which the revenue was
earned. *NOTE* THIS MUST

Receipt Number BE COMPLETED JANUARY

Murmber of Receipts 0 — MARCH OF EACH YEAR!

Batch status Unreleased T

validakion Qprions
Auto Validate

Bank Code
Bank Acct

Validake transactionsy YR




10.

Click the add icon in order to add a receipt..
Tab down to PAID BY and type BOTH your NAME and PHONE NUMBER.
Tab to CHARGE CODE and type MISC.

your description of the pay-in into the box.

11.
12.

Tab to PRICE and type in TOTAL amount of batch.
Tab to CASH ACCOUNT and type in the following:

1st Box-This is the fund to which the pay-in is going

ond Box-This is ALWAY'S 101000

My File Edit Tools Help

Paid by

Comment

GL Payment Allocation
Seq  Org
1

<

Total allocated
Tatals
Charge amount

Sales tax amt

Total amount

Batch Information
Batch # 10991
Deposit 2013

Revenue account arg.

Rovee Chesser %7390

=

9@ +uaAapE *E 8
Payment Detail

Receipt 243793
Customer

M

BN E =EHEH B B

Charge Detail
Charge code  |MISC

Description
Quantity

Price

Charge amaount

Cash account (2113

B a -~ w @
o || MISCELLAMECLS
1.00
1.00
1.00
CagH**

In the box next to CHARGE CODE delete what is automatically generated and type

[ Miscellaneous Receipts g@g|

Ohj

Please remember to put your |
NAME & PHONE NUMBER in |

this box

Descripkion

1.00

This is ALWAYS
101000

1.00

1.00
.00
1.00

Department
Current Receipt

1

0.00 Receipt Count

R




13.

14.
15.
16.
17.
18.

Tab to G/L PAYMENT ALLOCATION
* Typein ORG

« Tabto OBJ and type in OBJECT CODE- THIS IS USUALLY NOT AN
EXPENSE account or oBJECT cope 101000

+ Tabto PROJ and type in PROJECT NUMBER (Only if applicable)
REF 1 should be the BATCH NUMBER that was written down earlier.

REF 2 can be an additional description if needed (up to 10 characters).
Tab to AMOUNT and type in the amount of the line you are entering.
Tab to DESCRIPTION and type the description for each INDIVIDUAL line of the receipt.

Once the entire Pay-In has been entered press ENTER or GREEN CHECKMARK to go to the
next screen.

f Miscellaneous Receipts

EBX

My File Edit Tools Help

00 + LB QABE 8

8
[Tz!

BN B EEEE B a -

Charge Detail

« 08 @

Payment Dekail

Receipt 243793 Charge code  |MISC .. | MISCELLAMEOLS

Loc/dept Description
Customer 0 &>

Paid by

Quantity 1.00

Rovre Chesser x7390 Price 1.00

Comment Charge amount: 1,00

Cash account | 2113 .| 101000 ... .. | CASH¥*

&L Payment Allacation
Seq | Org Obj

t L)

Proj Ak Desc R Ref 2 Arnount Ciescripkion

1,00

The batch number
should go in the

REF 1field

< >

Revenue account arg,

Tatal allocated

Takals

This is USUALLY NOT |

an expense account or

object c

Charge amaoun
Sales tax amt
Tokal amount
Batch Information

Batch # 10991
Deposit 2013

ode 101000!

1.007
.00
1.00

Department
Current Receipt

21
0.00

Receipt Count 1]

R,




19.

20.

21.
22.
23.
24.
25.

26.

In PAYMENT METHOD you may choose the following:

- CHECK v|

Choose the option that best describes the payment worey

- CREDIT CARD
- BANK XFER |
- 0THER P
- MANUAL BANK PMT I
- E-CHECK

- WIRE TRANSFER

- MULTIPLE

In the CHECK/REFERENCE # field put either the check number of the Pay In or some
identifying marker

type of the Pay In you are doing.

1
.
2
3
Fl
5
6
7
§
9

Tab to PRINTER and specify which printer you would like the receipt to print on.

Tab to PRINT GL ACCOUNTS and check box inserting a green check into the field.
Tab to REFERENCE and type in the batch number you recorded from the first screen.
ENTER or GREEN CHECKMARK.

This will take you to a pop-up screen that asks how many copies you want. CHANGE
THIS TO 3.

Retrieve the copies of the pay-in receipt from the printer and check to make sure there

are no errors. —
@ Completing Receipt 243794 Q@E‘

File Edit Tools Help
00 s+ LR QPP ¢+E R CREER E@ -

Zomplete Receipt

(i)

Last receipk for custonmer
Payment method 1- CHECK v
Check/reference # 179471

Add'l pavment ref

Receipt option 1 - INDIY OMLY w
Receipt copies 1%
Indy, receipk Formak RCTMS40 - RECEIPT-MS-40WIDE b
Printer lo w
Print GL accounts
Yalidate
Effective date nofzziznia [Lkd)

Total this receipt

Total For customer

Reference 10993

Paid by customer # 0 E]
Paid by reference Royee Chesser x7390
Total remitted 1.00
Change due .00

Enter MSF check data

Maore Opkions Conkinue

Enter a General Ledger reference. R




Releasing the Batch

Exit out of the detail sheet to return to the header. You can do this by clicking the X in
the upper right hand corner of the screen.

Click on the OUTPUT-REL button on the left side toolbar.
A report options box will appear. Press the GREEN CHECK MARK.

Choose your printer options. Local Printer (l0) is recommended.

ok 0N

A pop-up box will appear asking you if you would like to submit the batch. Click YES.

(D) Change Batch Status

_!/- Felease thiz batch?

A pop-up box will appear asking if you wish to change the default batch deposit number.
JANUARY THRU MARCH YOU MUST ENTER THE YEAR THE REVENUE

WAS EARNED!

[ Payment Entry - Munis [*TEST DATABASE MUNIS V10.3 Sep 13 2013*] =9
My  File Edit  Tools Help

0@+ R ADEH+ER CRNE EEEE B -

Paymenk Entry Cpkions

Entry Date 09/z7jz013 1K

Clerk. krchesse

Receipt Option 1 - INDIV OMLY

l-. Department Z1 ALDITOR

10993

Deposit Murnber

Interest Effective Date 0942712013 . .

GL Effective Date 09/27i2013 kg ThIS bUtton beglnS the
L vearjperiod 0i3) | o] s process of releasing
Receipt Mumber the batch

Mumber of Receipts 1

Batch status In Review

‘alidation Opkions
Auto Yalidate

Bank Code
Bank Acct
M 4 10f1 2 M Q3
Print & proaf list of current batch, with option to release. VR

Batch submitted For review,




Correcting a Pay-In *Reversing a Batch

*You may reverse a batch when a mistake has been made or the Pay In will not make it to
the Treasurer by the date it was entered on. Please REMEMBER to reverse your batch if for
any reason the Pay In is in correct or not with the Treasurer.

First Step: Unrelease the batch
*Click OUTPUT-REL.

*Pop-up box will appear asking if you want to unrelease the batch. Click YES.

*You have now unreleased the batch

Second Step: Reversing the entry

Click the VIEW-REV button of the left side toolbar
Click the GREEN CHECK MARK to reverse the highlighted receipt

*Select REVERSE (side menu)
*Type REASON 1

*You MUST do this for EACH receipt in the batch

*You CAN release only certain receipts within the batch

Third Step: Releasing the batch

() Released Batch

] This batch

L Change the statug to MOT releazed?

haz already been released.

[ Ve

D| Mo

Follow the procedure for releasing a batch to release the reversal

*YOU MUST RELEASE THE REVERSAL IN

‘ORDER FOR IT TO POST
CORRECTLY!

This button begins the
process of reversing the
batch

. Payment Entry - Munis [*TEST DATABASE MUNIS V10.3 Sep 13 2013*]
My File Edit Tools Help

20+ QERE +*E@ 8 SnHE HEEE
Payment Entry Options
Entry Date 09fz7fzo13  BiA
Laokup Batch Clerk. krchesse
Receipt Option 1 - TNDTY ORLY
Departrment 21 AUDITOR
QGEnER=)  pateh number 10994

Deposit Rpt Deposit Humber

Interest Effective Date

Settlement
GL Effective Date

GL Year/Period
Receipt Mumber
Mumber of Receipts
Amount: Total

Batch status

Walidation COptions
Auto Validate
Bank Code
Bank Acck

14 4

2013

09jz7jz013  bxd

0gz7fz013 g
2013 a| SEP

1

Released

1ot L » 4] =N

Print a proof list of current batch, with option ta release.

(i@

Ds - 6B @

OWR




Account Detall History Report

The Account Detail History Report program prints a report detailing journal
entries based on a defined range of accounting periods. It provides source
documents for receipts and expenditures. The report exports nicely to
Microsoft Excel.

L4 Report 1 - Genero Report Viewer

File View Help
= d A i (i ® &
Report 1 iB
*
TEST DATABASE MUNIS V10.3 Sep 13 2013*
ACCOUNT DETAIL HISTORY FOR 2013 00 TO 2013 13
RG ACCOUNT NET LEDGER NET BUDGET
YR/PR _ INL EFF DATE SRC REFl  REFZ REF3 CHECK # 08 AMOUNT BALANCE BALANCE
13210800 2013-21-A2-08-00-00-0000-01-541300- BLDG REMODELING/REHABILITATION
REVISED BUDGET -00
13/02 1461 3 API 113167 32114029 91200037 11055507 972.00 972.00
1896 5/8 X 9 FIRECOD KCG_INC
13/02__ 4507 0 32114029 91209751 11059970 675.27 1,647.27
99 ' FIRECO KCG_INC
13/02_ 4507 APT 11 32114056 91209753 11059970 491.13 2,138.40
171999.0-5/8 X 9' FIRECO KCG INC
13/03 3872 03/ 3 APT 158635 32114052 91220580 11065396 3,593.00 5,731.40
4 AUDITOR'S LOBBY A LEGACY COMMERCIAL
13/05 2114085 91254296 11080901 757.28 6,488.68
ENCE ROOM-ADD ELECTRIC S MID CITY ELECTRIC CO
13/06 8 06/28/13 API 110190 32114084 91269956 11088096 700.00 7,188.68
DOOR AND HARDWARE FOR 20TH FL CONSTRUCTION SYSTEMS
LEDGER BALANCES --- DEBITS: 7,188.68 CREDITS: .00 NET: 7,188.68
13210800 2013-21-A2-08-00-00-0000-01-541300-AUAOL BLDG REMODELING/REHABILITATION
REVISED BUDGET .00
13/03 4945 03/28/13 API 144325 32114070 91224289 11066782 6,154.00 6,154.00
51 MATERTAL, LABOR FOR SPRINKER S GENTRY FIRE PROTECTI
LEDGER BALANCES DEBITS: 6,154.00 CREDITS: .00 NET: 6,154.00
13210800 2013-21-A2-08-00-00-0000-01-543103- OFFICE MACHINERY & EQUIPMENT
REVISED BUDGET .00
13/07 _ 3061 07/23/13 API 801616 32114103 91278570 14,999.00 14,999.00
8 NO DR-X10C SCANNER COW_GOVERNMENT IN(
13/09 1042 API 108318 32114081 91302049 03344 28,827.00 43,826.00
3143 ANVANCE C5240 COPIER PRIN GORDON FLESCH CO INC
LEDGER BALANCES DEBITS: 43,826.00 CREDITS: .00 NET: 43,826.00
13210800 2013-21-A2-08-00-00-0000-01-543200~ DATA PROCESSING/TELECOM EQUIP
REVISED BUDGET .00
13/02 1461 02 3 API 801616 32114030 91200039 11055485 2,991.50 2,991.50
89 A AIRWAVE WRLS MGT STE 1SR COW GOVERNMENT INC
13/06 3269 06, 3 AP 801616 32114030 91265364 377426 1,155.00 4,146.50
4821 1-ARUBA 2Y NEXT-DAY SUPPORT I CDW GOVERNMENT INC
LEDGER BALANCES DEBITS: 4,146.50 CREDITS: .00 NET: 4,146.50
Report generated: 09/26/2013 08:32 Page 1
user chesse
Progran ID: glac
Page: 1 of 4 Listening on port 6401

Report information is sorted into account number/period/journal number
sequence and prints a line for totals with total debits, credits, and the net
balance for each account.



Account Detall History Report

Under the Financials Menu:

T

£

I
X

\

A. General Ledger Menu

Journal Entry/History

E. Account Detail History Report

8 Munis App Center - *TEST DA /ABASE MUNIS ¥10.3 Sey. 1. 2013* - krchesse - 09/26/2013
System

Favorites WERERHEN gsn Resources/Payroll  General Property Revenues  Departmental Functions
A. General Ledger Menu
B. Budget Processing 4
C. Purchasing 4
D. Accounts Payable >

»

»

A. General Journal Entry/Proof
B. General Ledger Journal Approvals
€. Journal InquiryPrint

D. Journal Analysis

. Account Detail History Report

F. Account Trial Balance
G. Journal Reversal

D. End of Period
E. Inquiries and Reports
F. Project Accounting

G. Fixed Assets

K. Employee Expense
L. Account Inquiry
M. Accounts Overview

s H. Encumbrance Journal Entry/Proof
N K. Export Journals
L. Re I | Entry /G te
é . ecurring Journal Entry/Generate evenue &
) ' M. Post Summary Journals

J N. Accounting Entries
©. Journal Import Templates
P. Journal Export Templates

andjﬂlinan Capital Management




Account Detall History Report

# Account Detail History Report - Munis [*TEST DATABASE MUNIS V10.3 Sep 13 2013+ [ |[B][X]
Mw  File Edit Tools Help

@@ 4 a QEE PR SRNE FEHOE B - | e >

Accounk

Fund E]

Org | 13217777 [.-e]

Object |54+ [..]

Project

Rollup Define — enter in information

Report Options that you know; wildcards can
Print GL master start-of-vear balances be Used .

Year and period range T IR T T

Source journal code

Include entries an or after pis
Include encumbyliq entries

Include budget entries

Print JE comment and wendor

Double space journal detail

Separate page for each account

Mulkivear wiew

Cash account: subtotal by date or ref3/deposit#

Enter the Object codels) ta prink VR
Fund Enter fund number (i.e. 2013; but | will leave blank for this example)
Org Enter org number (i.e. 1321?7?7?7?) — 8 digits for most agencies

Object Enter object number (i.e. 54* for all Capital Outlays)

Project  Enter a project number to narrow the search even further

Enter




# Account Detail History Report - Munis [*TEST DATABASE MUNIS V10.3 Sep 13 2013+ [ |[B][<]
Py File Edit Tools Help

@0  #£& a@3 QEE FER SR NE EEEE B - o >

peeat Deselect this box to view

org  [13z177er .. multiple year data or prior year
Object |54% data.

Project

Rollup

Repork Opkions

N

Print GL master start-of-yvear balances
Year and period range  |MWithin date range 20135 oo to| 2013 || 13 | SOYIEDY

Source journal code

Include entries on or after

Include encumb/fliq entries (I}

Include budget entries (I}

Print JE comment and wendor

Double space journal detail ]

Separate page For each accounkt (I}

Multivear wiew Default wiew e
Cash account: subtotal by date or ref3/deposit® ]

Check For current ar last year balances, uncheck For other yearsfno balances. R

Set report options to specify how you would like your report to look.
The above is a good example.

Choose the multiyear view

Enter you want to use.

[ Account Detail History Report - Munis [*TEST DATABASE MUNIS v10.3 Sep 13 2013+ [C |[B][X]
Py File Edit Tools Help

@@ # ala QEEFE S SR LME EHESESE [ .

Sccounk

Z“”d —— Click on the File menu, then Output to send
Obg].ect — the report to the printer. You can also use
Project the keyboard shortcut (Ctrl + P).

Rollup

Feport Options

i

Prink GL master start-of-vear balances

Year and period range  |Within dakte range Z0135 oo to| 2013 || 13 | SOY/EDY

Source journal code
Include entries on or after

Include encumbyliq entries 1 TO on |y see II’IVO | ces
Include budget entries 1 .

Prink JE comment and wendor pald, use “API’, as the
Double space journal detail ] source JO urn al .

Separakte page For each accounk 1

Multivear wiews Default views |

Cash account: subtoktal by date or ref3,/deposit® )

Check Far current or last year balances, uncheck For other yvearsfno balances. OVE 4




q

Cakpuk Evpe
) Munis prinker

) Display

Report tikle

Printer name: |I|:|

E]l [Properties ]

Staktus: A ailable
j{=H [}
Zommand)scripk

Commenk: Cukpuks Eo a prinker &

accept the default or seleck a differen

o Ehe Munis server. You may
# om the list,

|F\CCOLINT DETAIL HISTORY FOR 20135 00 TO 20135 135

Click on Local Print

Ckpuk skvle
Presentakion

Standard

2pkions

[] Landscape
Enable hyperlinks if presg

Note option to print to PDF

Cancel

Frinter
Mame:
Status:
Type:
Where:

Comment:

Taoner low: 0 documents waiting
HF Lazerlet 4300 PCL Se
IP_100100.21.111

Frint range

@ Al

I R

Copies

Mumber of copies:

RSN

[ Frint ta file

Click on OK

—

Cancel

o ]

i Account Detail History Report - Munis [*TEST DATABASE MUNIS V10.3 Sep 13 20134 (2 |5

My File  Edi

P

Segment Define

Tools  Help

Account

@ rE@8 SRUE EEHEE " B,

Org 13217777

Project

Rollup

Click on the red X to close this
screen and return to the main
MUNIS screen.

!

Report Cptions
Print GL master start-of-year balances

‘Year and petiod range |Within date range

| | zms|

Source journal code

Include entries on or after
Include encumbyliq entries
Include budget entries

Print JE comment and vendar
Double space journal detail
Separate page for each account

Multivear wvisw

to SOV/EQY
[ ]
—)

=
=y

Default wiew

Cash account: subtotal by date or ref3/deposit

Query the current database table.

Printing: 29

VR 5




Year to Date Budget Repor

Next steps under the Financials Menu:

General Ledger Menu

Inquiries and Reports

YTD Budget Report

Munis App Center - *TEST DATABASE MUNIS V10.3 Sep 13 2013* - krchesse - 09/26/2013

System  Favorites MERERWESS Human ResourcesfPayroll  General Revenues  Property Revenues

4. General Ledger Menu_* &, Set Up{Chart of Accounts *
.
I<

Departmental Functions

B. Budget Processing e C. Journal Entry/Histary e

C. Purchasing v D. End of Period 3

G. Fixed Assets ! F. Project Accounting X B. Accounts Overview
»

M. Accounts Overview E. Last Year Budgetary Report
F. Historical Actuals Comparison
G. Flexible Period Report
H. Major Fund Report
) ¥ 1. VersaTrans TripTracker Journal Report
/ 1. State Specific Reports 4
K. Report Writing Functions >
L. Balance Sheet Summary
M. ¥TD Available Budget

K. Employee Expense C. YTD Budget Report
L. Account Inquiry | D. General Ledger Report Templates
o

Revenue & Citizen Services
d Human Capital Management




@y Budget Report - Munis [*TEST DATABASE MUNIS ¥10.3 Sep 13 201 3%]

My  File Edit  Tools  Help
@O # B e @8 SR ANE EEEE e - w8
Account Rollu
Froject
Rollup code . .
el Click on the magnifying glass to
ollup year i
el find a data set. You can also use
ollup program
the keyboard shortcut (Ctrl + F)
Account TypelStatus
Account bype
Account skatus
Find records using the seg-account methaod, oVR

Org

Object

Enter

Enter the org code. You can limit this report to a range if you know
the beginning and ending numbers. To make the report meaningful,
limit your range to a “budget” range. For most county entities, a single
wildcard (?) works well (For example: 1321???7?).

Enter the object code. You can limit this report to a range of object
codes if you know the beginning and ending number. (Note: Use 5*
to limit the report to expenditures only. If not, the report will be
misleading.)




[ YTD Budget Report - Munis [*TEST DATABASE MUNIS V10.3 Sep 13 2013%]

My File Edit Tools Help

@ 4 E5z @

Seqg Find
Report Options

Account Raollup

13217777

Object 5

arg

Project
Rollup code
Rollup year

Rollup program

Account Type/Status
Account bype

Click on Report Options to define
the report criteria as directed by

the on-screen instructions.

Find records using the seg-account method,
1,546 Record(s) Found.

QEE +EZ# SRMNE EEHEE

OVR

# Report Options

My File Edit Tools Help
@@ # B B Q EE @ 8
Report Sequence
Page

Sequence 1
Sequence 2
Sequence 3

Sequence 4

SR NGB & F

Check total to get all
of the detail on the
report.

= »

Click on the Additional

Report title |YE.°.R—TO-D.\'-\TE BUDGET REPORT

Options tab for more

Print Options | additional Optians /

report options.

Report Options

Include only accounts that used

Order accounts by |Org, Object, Project R

Tatals only

Account descripkion

Print full GL account

EI % or greater of budgek

Yearfperiod |Within weatfperiod V| | 2012| ! EI

Tokals (GAAR) -

Carry forward

Print MTD version

Check to print y{column.

Roll projects to obfect Format type |Standard Farmat vl
Print report opbions Double space
Suppress zero bal accks
OWER,

The “Totals only” box cannot be checked in order to use the additional options tab.



(il Report Options

My File Edit Tools Help
Q0@ ¢ 1 a QA ® +B8 % L RIE EE O B Z »
Repark
Page
Tokal Ereak
Sequence 1 |09—Org V| D D
Sequence 2 |11 - Object ~ O Once you have finished selecting the report
Seguence 3 | v|

Sequence ¢ |

options, press Enter or click on the green

check mark in the upper left-hand corner to

Report title

|‘\"EF\R—TO—DF\TE EUDGET REFORT

accept your selections.

Print Cptions Additional Options

Additional Options

Include requisition amounts
Print Revenues-version headings
Print revenue as credit

Print revenue budgets as zero
Include Fund balance

Sortftotal budget rollup

Print journal detail

From yriper

To wriper

[1]

Include budget entries

Include encumb/liq entries

Sork opkion |Journal enkries |

Dekail Format option |Standard Formak |

Amountsftobals exceed 999 million dollars

Include additional JE comments

Multivear view

/

Check “Print journal detail” in

Check to print revenue-version report headings

order to access additional
options.

2R,

My File Edit Tools Help
@@ % =R QD E e s e R E S EE B =
Report Sequence
Page
Ficld # Total Break
Sequence 1 |DQ—Org Vl I:l I:I
Sequence 2 |11—Ohject Vl (|
Sequence 3 | vl

Sequence 4 |

Report title

|‘\"E.C\R—TO—DATE EUDGET REFORT

Print Options | Additional Options

Report Opkions

Include only accounts that used

% ar greater of budget

COrder accounts by

|OrgJ Object, Project

e

Takals anly
Account description
Print Full GL account
Roll projects ko object
Prink report options

Year/period |Within wear/period f'| | 2012| ! El
[Tokals (GaaP) V&
ol

|Standard Farmat /

Carry forward

Print MTD wversion

Format type vl

Double space

Suppress zero bal accks

Include accounks by 2% of budget used {0: Mol

/

Click on the X to close this
window and return to the
main MUNIS window

OWR

Click to print report
options




® Report 1 - Genero Report Viewer

Fle View Hep

LOLXEE I

Repart 1

*TEST DATABASE MUNIS V10.3 Sep 13 2013

YEAR-TO-DATE BUDGET REPORT

sequence 1
Sequence 2
Sequence 3
Sequence 4

Report tit]
YEAR-TO-DA

Includes accounts exceeding 0% of budget.

Print total
print Full
print full
Format type
Double spac
Sup?ress ze
Include reg
Print Reven
Print reven
Print reven
Include Fun
Print journ
From ¥r,

To ¥
nelude bud
Inc] encunb
sort by JE
petatl form
Inelude add
sort/Total
multiyear v

Amounts/totals exceed 999 million dollars: ¥

Find
Field Name

or

Uh?ect
Project
Rollup code
RoTlup year
Rollup progra
Azeount type
Azeount statu

Repart generated:
isar:
Progean 10

Fidg #  Total Page Break

N
1l ¥
0 N
0 N

e
TE BUDGET REPORT

sonly:y

or short description: F
GLlaccuunt: N

e N

ro bal accts: v
uisition amount: N
ues-Version headings: N
ue as credit: ¥

ue budgets as zero: N

d galance: N

al detail: N

fpar: 2013/ 1

r/per: 2013/12

et entries: Y

%Hq entries: v
#orp0# )

at option: 1

itional JE comments: N
Budget Rollup: N

few: D

criteria
Fleld value

131
13

ul

5

(9/26/2013 09:30
krehesse
olytdbud

T OPTIONS

vear/period: 2012/ 9
Print NTD Version: N

Roll projects to abject: N
carry forward code: 1

' Liskening on part 6402 .




My  File Edit  Tools Help

Account Rollup

Qrg 13217777

Object

Report Options.

[l vy Budget Report - Munis [*TEST DATABASE MUNIS V10.3 Sep 13 2013*]

d LB QAEE w28 ARMNE EEERE

Click on the File menu,
then Output to send the
report to the printer.

Define sequencing, totals, spacing, etc.
1,546 Record(s) found.

Cukput Bype

() Local printer
) File
) Display

Qptions
[ Landscape

FEIX

E]| [ Properties ]

Printer name: |lo
Status: Available
ID:

Choose Local Print
comment: o (l0) and click OK

ac

opies

The level of detail returned is determined by the Report Options you

choose for the report.

See Sample Reports 1 — 4 for examples of this report run with different

Report Options.

My  File Edit  Tools Help

Seq Find Org
Report Options. Objsct

Project
Rallup code
Rollup year

Account Rollup

[ YD Budget Report - Munis [*TEST DATABASE MUNIS ¥10.3 Sep 13 2013%]
@0 + L2 QEE AR SERNE EEEE " BHs - wE@®

13217777

I

Account TypefStatus
Accounk type

|

Account status

Define sequencing, totals, spacing, etc.
1,546 Record(s) found.

FEIX

Click on the x to close this
window and return to the
main MUNIS window.

YR

Erven You may
t From the list,
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Capital Asset Inquiry

Under the Financials Menu, click on:

E Fixed Assets

[c] Inquiries and Reports

E Asset Inquiry

® Munis App Center. - *TEST DATABASE MUNIS ¥10.3 Sep 13 2013* - krchesse - 09/27/2013

System  Favorites WGyt Human Resources{Payroll  General Revenues  Property Revenues  Departmental Functions

A, General Ledger Menu  *
B. Budget Processing  *

. Purchasi
C. Purchasing : .::. munls

D. Accounts Payable 0

. Set Up ,
K.Employes Expense  * |, leed Asset Processmg l
v
M. Accounts Overview D Fixed Asset Wukalow Administration * B, Asset List by Lacation/Class

) | C. Asset List by GL Account

D. Asset Insured Value List

E. Missingfhot in Use List

F. Activity(History) List

G, Asset Depreciation List

H. Due for Replacement List

I, Asset Worksheet

1, Asset Histary by GL Account

K. Capital Asset Disclosure

L. GASB34 Report Writer Interface

MM, Asset Depreciation Schedule

N, Asset Disclosure Report from GL

O, Fixed Assets Activity Report

P. Fixed Assets Discrepancy Repart

Q. Fixed Asset Depreciation Tracking Repart

R. Fixed Asset GainfLoss Report

S, Fixed Asset Transfer History Report

Citizen Services
apital Management




¥ Fixed Asset Inquiry - Munis [*TEST DATABASE MUNIS V10.3 Sep 13 2013*]
My Fle Edt Tools Hep

00 + L3 QAER r2 % ARME FEHERE Bs - w00
[View mapping information for the active set of data records

Status l:l Desc ‘
Class Master =
Sub-class Type l:l
[ pentngtrenssctions \ | [ wo Asset | [ woaster | [ subsiry assets
!MJ Wl Additional i X e | Memos | Accounts | Sources
[MJ Static Information
ranse Click on the magnifying glass to find a
_— :E data set. You can also use the keyboard
e |shor rl +F).
Date acq, [2%] s 0 tCUt (Ct )
Fiscal yr |:|
Manufack l:l Quantity l:l uam l:|
W L7 o L ]
Model year l:l Acres l:l
LiglReg # |:| Square ft
IS layer ID I

(0 /KN BT TR 130 Y

Display Purchase History.

Attachments (0

VR

W Fixed Asset Inguiry - Munis [*TEST INIS ¥10.3 Sep 13 2013%]
My Fle Edt Toos Help

20+ R QR +@8 CRDE E0E “Ba- w080

Asset

[trew mapping information For the active sek of data records
Status l:l Desc ‘

[ rensing ansactions | [ wo nsset | [ wo waster | [ subsidary asets |

FOfiny Find

W‘ Addtiona | Mantenance/Insirance | Memos | Accounts | Sodrces
Static Information
Tag rumber l:| SerialiParcel |
Location l:l Department <
Loc, mema l:l Custodian
sobe ] o [ ] [
Date acg. Acquis cost l:l
Fiscal yr |:|
Manufact l:l Quartity I:l UoM l:|
Model year l:l Acres I:l
LicfRen # |:| Square ft [ ]
GIS layer I [

LJLOC ewe 0 J(0]

Display Purchase History.

Attachments (0

OVR,

Type in the agency number in the Department field (i.e. Auditor = 21) or use
the browse button for the field to select an agency.

IEEEI Hit “Enter”




[ Fixed Asset Inguiry - Munis [*TEST DATABASE MUNIS ¥10.3 Sep 13 2013%]
My File Edt Tools Help

20 + B2 QAEE @R SRNE

Bs - =0B8@

Asset
Purchases Asset 100270 commodty | ]
Eerary Status ACTIVE [ReapERjPRINTER |
A —" Class 1 .| GENERAL GOVERMMENT . &
Sub-class AUDIOVISUAL GOVERNMENTAL
Maint Histary = = =
IE— Pending transactions I ID WO fsset ] ID Subsidary Assets

POJIny Find

Main ‘ Additional MaintenancefInsurance Memos Accounts SOUCES

fibriiden Skatic Information \

Employees Tag rumber erialiParcel | 32003420 N\ |

ety 1] | L ocaion ramarorcemansist o 10 download fixed asset information into

=1
=
=
)
=)

n

(A

pozctincucJi| ocmero  [EEERIE] « an Excel spreadsheet, Click the Excel
S Fi
bate o, = Symbol on the menu bar. From there,
Facalyr the data can be sorted and manipulated

Manufact MINOLTA af to your p references.
Modsl e —
]
|

Model year Acres 0,000

GIS layer ID [

Lic/Req #

KR — Y

Display Purchase History, QYR

To download fixed asset information into an Excel spreadsheet, Click the Excel symbol on the menu
bar. From there, the data can be sorted and manipulated to your preferences.

The program offers an export filter which allows you to select which fields you would like to
have exported to Excel.

L] Export Filter

My File Edt Tools Help

00 +LAQA0D ¢ER CREE EE0E Es - (#9280
Select  Field & ~rints
Select Al . Munis OFffice Export Filter allows you
> ASSET to reduce the number of fields to be :l

DESCRIPTICN exported. Orly sekected Filds wil e
STATUS be exported.

i ]
MASTER

Save and Exit TYPE 3 :l
TaG # “our selections can be saved for

subsequent exports,
SERTAL{PARCEL
CLASS (D
e ]
COMMODITY
COMMODITY DESC "
LOCATION LID/PERSONAL PROPERTY TAX
LOCATION DESC
LOCATION MEMO
.35
DEPARTMENT
CUSTODIAN
STORG, LOC
= won [
FLOCR
]
ROOM :l
DATE 400
= ] ]
Check to include in expart. R

K O

Jisplay Purchase History. OWR
rocessing: CP110003

@




You can also click on the browse icon to see a listing of assets for the selected
agency

File Edit Tools Help
90 +LL QEE @8 SRMNE EEHEE Ba-- <9803
Recard Mumber Asset Description Skakus Class | Serial/Parcel Loc, Descr Fiscal * ™
1 READERPRIMTER ACTIVE - 1 1] RT
2 100271 TRUCK, 00', #137 ACTIVE - 1 IFTMNX20LSYED 94200 PRE, LT/ALL
3 101063 TAPE DRIVE RETIRED 1 AAD4CHT 17T FCNTY CRT B
4 101064 SERVER. RETIRED 1 LO29CLa1k019 FCNTY CRT
5 101937 OCTANE AMALYZER ACTIVE - 1 14185 FCNTY CRT
] 102004 MICROFILM READER/PRINTER ACTIVE - 1 32005156 FCNTY CRT
7 102045 COPIER RETIRED 1 2BPECE2E2 FCNTY CRT
g 103119 7 BAY CABINET ACTIVE - 1 41210P421000 FCNTY CRT
9 1040323 CYE PLOTTER. ACTIVE - 1 SiEZBM1401R FCNTY CRT
10 104060 (IS PROG RETIRED 1 ECHK3250017 FCNTY CRT
11 104085 AUTCMATIC FEED MAILER. RETIRED 1 03CY-5516 FCNTY CRT
12 104086 DURLICATOR/REFORMATOR, ACTIVE - 1 0036019 FCNTY CRT
13 104087 CYE PLOTTER ACTIVE - 1 SE2CGE1400M FCNTY CRT
14 104055 CYE PLOTTER. ACTIVE - 1 520014020 FCNTY CRT
15 104125 CAT 6000 RETIRED 1 CATOS04¥OLE FCNTY CRT
16 104129 INSIDE 563 RETIRED 1 FCNTY CRT
17 104137 SERVER RETIRED 1 HGLW(O4 FCNTY CRT
18 104149 COPIER RETIRED 1 15937203444 FCNTY CRT W
3 ¥
Search | Filker Record
[Q])(7]) @] | | [N KB Lok s
VR

Use your arrow keys to move up and down the listing. You can access an assets individual record
from this screen by double-clicking on the row containing the asset record you wish to view.

You can also download this information, as is, into an Excel spreadsheet.



Subsidiary Ledger Report

Click on the Financials menu and select:
A. General Ledger Menu

D. End of Period

C. Subsidiary Ledgers

Munis App Center - *TEST DATABASE MUNIS V10.3 Sep 13 2013* - krchesse - 09/26/2013

System  Favorites Mgl Human Resources/Payroll  General Revenues  Property Revenues  Departmental Functions

A, General Ledger Menu * &. Set UpfChart of Accounts [

B. Budget Processing C. Journal Entry/History

,
,
C. Purchasing D. End of Period ;
»
,

A. Roll Accounting Period
D. Accounts Payable E. Inquiries and Reports B. Monthly Trial Balance by Fund

G, Fixed Assets F. Project Accounting ¢ Ledgers

K. Employee Expense D. Balance Sheet Report
L. Account Inquiry ) 7“ E. General Ledger Tables Validation
M. Accounts Overview F. Month End Processing

H. Fiscal Year End Processing

evenue & Citizen Services




Subsidiary Ledger Report

The screen should appear like below:

[ Subsidiary Ledgers - Munis [*TEST DATABASE MUNIS V10.3 Sep 13 2013%]

My File Edit Tools Help
@O 4+ LB QEE @R ARNE FEHEE Hé - w9600
Account
Segment Find Org
Report Options Object
Project
Query the current database table using seg-account method. OVR
_— —
o

tyler.

Yechnologies




Subsidiary Ledger Report

The report will need to have the org and object, and
optionally a project code, defined.

] Subsidiary Ledgers - Munis [*TEST DATABASE MUNIS V10.3 Sep 13 2013*]
My File Edit Tools Help

@O & 1 QEE B8 SR FEEE Bsé - w9680

count
Segment Find Org
Report Options Object

Query the current database table using seg-account method.

Click on the magnifying glass or
press Ctrl + F to find a data set.




Subsidiary Ledger Report

- Subsidiary Ledgers - Munis [*TEST DATABASE MUNIS ¥10.3 Sep 13 2013*]
My File Edit Tools Help

20 + LB QEE @R ERNE HEBE e - =980

Segment Find Org 13212272
Report Options Object |54*

Project

Define sequencing, totals, spacing, etc. OVR
183 Records found, =

Org Enter the org number (i.e. 1321?77?77
Object Enter the object code (i.e. 54%*)
Project Enter the project code

Click on the green check mark



Subsidiary Ledger Report

i Subsidiary Ledgers - Munis [*TEST DATABASE MUNIS V10.3 Sep 13 2013*]

My  File Edit Tools Help

00 + w2 Q0D ¢D% CRNE HI0E D& w900
Account

Org 13217777

Object | 54*

oject

Click on Report Options

] Report Options E@@

My File Edit Tools Help

B QP +E s 8RB IE0E Ba- =900

Total  Page Break

Define sequencing,
185 Records found Sequence 1 |1 - Fund

Sequence 2 | ERNE)

U
w
w
w

Sequence 3 |:|
Sequence ¢ D D
‘earPerind :
Replforting year/period ‘ithin year fperiod w 2013 o9 CI ICk on the g.r?en CheCk
ot Expanse = mark when finished
Yersion Dt ail hd ChOOSing Options
Order accounts by Crg, Object, Project L
Mulkivear view Drefault view v
Omit zero balance accounts
il Print full GL account
Print report options
Field number of this sequence level, OWR

Choose the sequence, totaling and page break for the data
Choose the reporting year and period

Choose to print expenses or revenues

Choose print format for detail or summary

Choose the sorting order for the report

Choose the multiyear view




Subsidiary Ledger Report

y Ledgers - Munis [*TEST DATABASE MUNIS ¥10.3 Sep 13 2013%]

My Fil dit  Tools Help
2@ 5 QAEE @8 AN §EEE B - =080

Project

Click on the File menu, then Output
to send the report to the printer.
You can also use the keyboard

. shortcut (Ctrl + P).

Define sequencing, totals, spacing, etc.
188 Records found,

foo ——— — —— EEm

Oukpuk Bype

(%) Munis printer Printer name: |la [--e]
Skatus: A ailable

lo
mmand,script

) PDF

© Display Comment: Oukpuks ko a prinke ilable to the Munis server. You may
accept the default or select a df nt prinker Frorm the lisk,

Repork title

Click on Local Print and
| click OK
Dpkions . /

Presentation [ Landscape Copies

Standard

ACCOUNT TRIAL BALAMCE FOR FY13/SEP TO SEF

Cwkput skyle

Enable byperlinks if pres

[ QK ” Cancel ]

Frinter

Mame: A 01%ALDRREPT Properties.

Status: Ready
Type: HP Laseret 4250 PCL &

Where 215t Fl Audior Rep_ip 1010021 11

Comment. HP Lasenet 4250 PCL & I Pintto e Click on OK
E— B

& Numberof copies. [1 =

= I

[

CHILHGE ™
Cancel
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General Ledger Account Inquiry

Click on the Financials menu and click:

[A l General Ledger Menu

E Inquiries and Reports

[A l Account Inquiry

M Munis App Center - *TEST DATABASE MUNIS V10.3 Sep 13 2013* - krchesse - 09/27/2013

Departmental Functions

Human Resources{Payroll  General Revenues  Property Revenues

CRCCENC AT 4. Set Up/Chart of Accounts

T
B.Budget Processing % | ¢, Journal Entry/History 4
C. Purchasing * | D.End of Period K Lic
G. Fixed Assets " | F Project Accounting ' | B. Accounts Overview

K. Employee Exyense i C. YTD Budget Report
L. Account Inquiry . k| D. General Ledger Report Templates  *
M. Accounts Overview P E. Last Year Budgetary Report

F. Historical Actuals Comparison

o G, Flexible Period Report @
H. Major Fund Report y o z
' atdeiahe Revenue & Citizen Services
) 1. VersaTrans TripTracker Journal Report i “ll Capital M ¢
y 1, State Specific Reports ' . mamLapital Managemen

K. Report Writing Functions 4
L. Balance Sheet Summary
M. YTD Available Budget




[ Account Inquiry - Munis [*TEST DATABASE MUNIS V10.3 Sep 13 2013*]
My File Edit Tools Help

20 ¢+ 22 QEBR FES ERNE EEEE “Ha - s 9EO®
Accaount
Detail

Fund g
o
Org

[
Click on the magnifying glass to
[ ] o[ ] find a data set. You can also use
roea[ ] the keyboard shortcut (Ctrl + F).
W| Currert vear | Hiskory

W fPer 2013/09 Fiscal Yzar 2013 Fiscal Year 2012 Fiscal Year 2011 Fiscal Year 2014

| [E3] (=) (=)l (=)

| |E] (2] )| (2]
Transfers Out | || |‘ || |

| | | | |

|

|

pllup Group

Qriginal Budget

Transfers In

Revised Budget |
[E] (=] [E3] (=]
[E] (3] [E3] (=]
Requisitions I:I
|

Available | |

Actual (Memo)

Encumbrances

[ ]
| | |
Percent used | | ‘ | | | | |

L s D IIRIE) susenn

Display detail information For current account,

OVR

Click on the binoculars icon to find a data set. You can also use the keyboard shortcut
(Ctrl + F).

Org Enter org code, such as 13210800. Wildcard charters can also be used, such
as 1321?77?77 to limit search to orgs with eight digits.

Object Enter object code. In this example, we are using 522101. You can do
searches using wildcards, such as 52* for all services.

1Ay - Munis (FRANKLIN COUNTYI] — e ]|

[ System Favorites Financals Human Resources/Payroll  General Revenues  Property Revenues  Departmental Functions ==

@ & @ QEE FXeLER OBEBDE 73 w0 B

Account
Fund 2013 -..] RE AssESS Acet 2013-21-A2-08-00-01-0000-01-522101-
onths
org 13210800 ... APP&TXSVCS Acctname SOFTWARE SUBSCRIPTION/MAINT & Account Notes
Seafind Object 522101 .| SOFT MamNT Type Expense status | Active
— o am & ER—
User Defined Fields Multi¥r Fund

Fiscal Year 2016 Fiscal Year 2015 Fiscal Year 2017
e.000.00 e.000.00 o
o o o
00000 00000 .m
FFTET w .m
o (] 20
Available 49,849.27 -24,462.33 14,779.82 .00
Percent used 26.69 135.97 78.26 .00

R DIOIQE) smmn

Display detail information for current account. &



| Detail

Months ]

[
| SegFind |
[

Totals ]

“Detail “shows detail
transactions information

Enter the vendor number for

payments only to a specific
vendor.

Journal Selection Criteria
My File Edit Tools Help

Date range 0140 015

Year /period 2016 1

Indude Unposted journals
Limit T

Actual journals

Budget journals

Encumbrance journals

Source journal
Feference 1
Reference 2
Reference 3
Reference 4

Invoice

e

[

[ ][ & e

b

(4] to 12/31/2016  [R¥d)
to 2016 12

Enter a date to start searching for detail. (Alt+Down Arrow) OvR

Enter preferences on the Journal Selection Criteria box to limit your Search to certain

criteria.

Use the Date range fields to limit search to a specific time period.

You may limit the search by Source Journal. Click on the browse button for a list of

Source Journal Codes to choose from.

You may also limit the search by entering information in the Reference Fields (Refl is
vendor number, Ref2 is purchase order).

After entering your search preferences, press enter to start the search.




“ =l |
My File Edit Tools Help

00 +2BRQER +ZX GRER BEED c#N =000

Org 13210800 Object 522101 Project Acct 2013-21-A2-08-00-01-0000-01-522101-

Acctname SOFTWARE SUBSCRIPTION/MAINT
YR/Per Eff Dt Src Refl PD{RE{Z‘ Ref3 Refd Amount Check # Warrant Vendor i

2016/01 01/01/16 BUC 2016 BUDGT 68,00000
2016/03 03/02/16 API 62114020 91758674 3641 1238445 16020354 03031602 QHIO STATE UNIVERSITY
2016/03 03/02/16 POL 62114020 91758674 LIQ/INV -12,38445 OHIO STATE UNIVERSITY
01/05/11 PO ENT/PRF OHIO STATE UNIVERSITY
62114056 917 378 3,274.00 b 04 2 RECORDS IMAGING SERVL.
LIQ/INY RECORDS IMAGING SERVL.
62114056 PO ENT/PRF 321400 RECORDS IMAGING SERVL.
62114089 PO ENT/PRF 249228 DLT SOLUTIONS LLC

Total Amount 86,150.73

OVR

Detail of API entry (above) shows details such as PO Number, vendor, invoice number,
etc. of selected entry (below). l

System  Favorites Financials Human ResourcesPayrol  General Revenues  Property Revenues  Departmental Functions:

My File Edit Tools Help

00 s R QFE+FX GLAR DEOE CFEN »0 B0
Invoice

Invaice Vendar 215537 Remit
Vearjper Name  RECORDS IMAGING SERVICE INC

Type Terms

9999

62114056

ANMUAL MAINTENANCE RENEWAL-LASERFICHE

P Paid
43411

04051602
04/05/2016
04/05/2016

N Normal
16027341
04/05/2016

Display comments assodiated with this invoice. (C)




-rMum's Main Menu ! o COUNTY - krehesse - 09/27/2016 - [Account Inquiry - Munis [FRANKLIN courmm‘,

e e . Fanr
[ System Favorites Financials Human Resources/Payrol  General Revenues  Property Revenues  Departmental Functions E@E
My File Edit Tools Help
O + B Q@ +FX eRER AEAD@ sTEN %080

Account.

Fund 2013 ...| RE ASSESS Acct 2013-21-42-08-00-01-0000-01-522101-
org 13210800 .| apPaTXSVCS Acctname SOFTWARE SUBSCRIPTION/MAINT
Object 522101 SOFT MAINT Type Expense Status | Active
Project Rolup 2103 [ 21-2013-5VCS &MATLS
Multivr Fund
4'Year Comparison | Current Year | History |
Yi/Per 2016/09 Fiscal Year 2016 Fiscal Year 2015 Fiscal Year 2014 Fiscal fear 2017

Original Budget 68,000.00
Transfers In .00

68,000.00

Transfers Out .00

Revised Budget 68,000.00 68,000.00 68,000.00

Actual (Memo) 15,658.45 92,462.33 53,220.18

Encumbrances 2,492.28 oo 00

Requisiions 0

Available 49,849.27 -24,462.33 14,779.82 B
Percent used 26.69 135.97 78.26 00

(Rl o (I )(Q)[F] satrene

Display detal information for current account.

Above shows the “4 Year Comparison” tab. This shows the detail for the current
fiscal year, the two previous fiscal years, and the next fiscal year.
Clicking on a folder symbols provides additional detail for each field where available
(including requisitions) as it appears below.
;gAcccunlDeIaiI 1

My File Edit Tools Help
00 +2RQEE+FX ABR BEQAD &N s 080

Org 13210800  Object 522101  Project Acct 2013-11-A2-08-00-01-0000-01-522101-

De
Acctname SOFTWARE SUBSCRIPTION/MAINT

Posted YR/ Per Eff Dt Src Refl PO/ Retl Ref3 Refd Amount Check # Warrant Vendor i
2016/03 03/02/16 APT 091009 62114020 91758674 3641 1238445 16020354 03031602 OHIO STATE UNIVERSITY
APT 215537 62114056 91776425 327400 16027341 04061602 RECORDS IMAGING SERVL.,
4| I b

Total Amount 15,658.45

QVR.




il Account Inquiry - Munis [*TEST DATABASE MUNIS V10.3 Sep 13 2013*%]
My File Edit Tools Help

@20 + 3 QERE TR ARNE EEEE “Has .. =080

Account

Fund | 2013 RE ASSESS Acck |2013-2I-AZ-US-UD-DU-DUDD-U1-522101- |
Months

APPBTXSYCS  Acctname | SOFTW/ARE SUBSCRIPTION/MAINT |
W Ohbject SOFTMAINT  Type EpenEs
o] Pm]w:l The History tab provides a four
_ & |yearhistory of the account
4 Year Compatison Current Year | Histary |

E] Fiscal Year 2010 Fiscal Year 2009 Fiscal Year 2003 Fiscal Year 2007 E]
Original Budget. | 00| 00| )| )
Transfers In | .00 H .00 H .00 H .00 ‘
Trensfersout | 00| 00| )| )
Revised Budgst | 00| 00l| )| o)
Actudl (Memo) | 00| 00| )| )
Encumbrances | .00 H .00 H .00 H .00 ‘
fivailable | 00| 00| )| )
Percent Lised | 0| | o) w | o)

BN NN Atachents 0

Display detail information For current account. OWR

i Account Inquiry - Munis [*TEST DATABASE MUNIS ¥10.3 Sep 13 2013%]
My File Edit Tools Help

0@ + 2L QAEE FER SRMNE FEHEE “Ba - v 000

Account

E Detail ;

Fund | 2013 .« | REASSESS Acct |2013-21-AZ-US-DD-UU-DUUU-DI-SZZ101-
Manths
Org 13210800 e | APPETRIVCS  Acck name |SOFTWF\RE SUBSCRIPTIONMATNT |

Seq Find object [522101 oo | SOFTMAINT  Type |Expense | Status |Active ‘ (=5 Budget Rollup Group ]
Tatals Project Ml Fund Account Mates

User Defined Fields ————
4 Year Comparison | Current Year History

YrfPer 2013/09 Fiscal Year 2013 Fiscal Year 2012 Fisﬁear 2011 Fiscal Year 2014

s000.00|[ ]| 150000|[ ]| / EE w|[&]
o[ ]| 00|-| / 15000 [ ]| w|[E]
o[ ]| = E m|[&]

|
|
|
Revised Budgat | womo| | 15,000.00 15,0000 | 0]
|
|

Criginal Budget

Transfers In

Transfers Out

Actual {Mema)

57302 | ]| 2 94Ey$§ -| ssem.8 ][ 2] m|[&]
e @ o) s

Encumbrances

tvailable 2,264.58 | [/ ammses| | -20,833.13 | m|
Percent used | 742 ﬂ 19298 | 23889 | |
GO s P ORIE) smin

Display detail information For current account, VR

Click on the Bud Group folder icon to view budget group rollup association
for the current account.



W8 Account Inquiry

My File Edit Tools Help

90 ¢+ aan QBRE $E08 2REE & »

Rollup Code Descripkion Budget ‘ear Program Type

Access 21C03

)

If you perform a Find and click on the Bud Group Button,
it presents you with additional fields that allow you to put
in a rollup code.

[ Account Inquiry - Munis [*TEST DATABASE MUNIS V10,3 Sep 13 2013%] =13
My Fle Edt Tools Help
90 + o0 QFErER EREE FEHEE Bda- s N\NEBO®
Accounk
Fund l:l Acck | \‘
Crg l:l F\cctname| \
Object |:| Type | ‘ Skatus | | N Budget Rollup Group
Poject| | Mulkivy Fund
Rallup code
Fiscal Year
Pragram cade | hd
[ Year Comparison | Currert: Year || History |
WriPer 2013/09 Fiscal Year 2013 Fiscal Year 2012 Fiscal Year 2011 Fiscal Year 2014
Criginal Budgst ‘ ‘ = | | = | | = | | =5
Transfers In ‘ ‘ = | | = | | = | | =
Transfers Qut ‘ ‘ = | | = | | = | | =
Revised Budget ‘ ‘ | | | | | |
Actual (Mema) ‘ ‘ = | | = | | = | | =
Encumbrances ‘ ‘ = | | = | | = | | =
Requiskions L = =
Available ‘ ‘ | | | | | |
Percent used ‘ ‘ | | | | | |
(DK » QB mednenso
Rallup code. VR




“1 Account | BASE MUNIS ¥10.3 Sep 13 2013%]
My File Edit Tools Help

0@+ L QERE FER SRHE EE

Account
E Detall
Fund
o
Org 13210600 S Acck name |SOFTWARE SUBSCRIPTION/MAINT ‘

Seq Find Object 522101 oo | SOFT mamT

User Defined Fields

Heg - =08 03®

Acck |ZD13-2I-AZ-DB-UD-UU-DUDD-UI-522101-

| Status |Act|ve | [B Budget Rollup Group ]

Mulki Fund [ Account Notes

| Expense

4 Year Comparison | Current Year | History |

it [Per 2013/09 Fiscal Year 2013 Fiscal Yeat

=04 Click on browse to browse the
active data set

Original Budget 15,000,00

Transfers In

.00

Transfers Out .00 |

Revised Budgst 18,000.00 | 15,000.00

Actual (Mema) 15,735.42| 28,946.65 |

/
0] y4

Encumbrances

Requisitions /
Availzble | 2,264 .58 | -13,546.65 |/ -20,833.13 | 00|
|

Percent used | 8742 | 192,98 23889 \ 0
=

/

GO sees D00 T

Display detail information For current account,

QR

[ Account Inquiry

File Edit Tools Help

@ +LAQEPE r*E R E2RAEB E§E0HE BHa - «28@

Org Object  Project | Description Rev Budget Actual Encumb Available Pct SEP Rev Bud SEF
13210100 Sz2101 SOFTWARE SUBSCRIPTIONMAINT 0.00 0.00 0.o0 0.00 .00 o.oo
13210300 SzE21ol SOFTWARE SUBSCRIPTIONMAINT 0.00 0.00 0.o0 0.00 .00 o.oo
13210600 Sz2lol SOFTWARE SUBSCRIPTIONMAINT 0.00 0.00 0.00 0.00 .00 0.00

< >
Column Total

Rew Budget 18,000_00

Actual 15,735.42

Encunb Q.00

Available Z,Z64.58 .

SEP Rey Fud vsom | The filter button can be

SEP Act Bud 0.

EEP Enc Bud 0.
SEP Available 1,500,
Last Tear Actuals

used to limit data sets
returned

Last Year Encumbrance
Last Year Original Bud
Last Year Revised Epefret 1E,000.00

Record
H ” &B q » 4 of 4

QYR




Account Inguiry
Flle Edit Tools Help

@ ud AR +E % CHIE EEET Baé -

Org Object Project  Description Rev Budget Actual Encumb Available Pct SEP Rev Bud SEF

13210100 Szz101 SOFTWARE SUBSCRIPTION/MAINT .00

13210300 Szz101 SOFTWARE SUBSCRIPTION/MAINT .00

13210600 SzZz101 SOFTWARE SUBSCRIPTIONMAINT oo
M

< >

Column Total

R 16 73 42 Click on the filter button and define
deaiabie i the search limitations. For example,
s o 2t g this would return only data where

lok e el s the Revised Budget is greater than 0.

Last Year Original Budget 15,000
Last Year Revised Budget 15,000.

Search | Fiter K Record

@ |>EI HRev Budget ||New Filter Go 4 » ERCE

*You can right click on columns if not needed
*You can also resize columns as needed

Account Inguiry

Fle Edit Tools Hslp

0@ 22 AFD¢P% CREIE BEEE Ba- <?80

org Object  Project | Description Rev Budg® actual Encumb Available Pct SEP Rev Bud SEF
13210100 522101 SOFTWARE SUBSCRIPTION{MAINT . 0,00 0,00 0,00 .00 0,00
13210300 522101 SOFTWARE SUBSCRIPTION/MAINT 0.00 0,00 0,00 .00 0.00

13210600 SzZz101 UBSCRIPTIONMAINT i 0.00 0.00 0.00 .00 0.00

Click on the Excel icon to
export the data to Excel

£ >
Column Total
Rew Budget 18,000_00
Actual 15,735.42
Encumb o.oo
Available z,264.58
SEP Rew Bud 1,500 00
SEP her Bud 0.00
SEP Enc Bud o.oo
SEP hvailable 1,500.00
Last Year Actuals 28,946_65
Last Year Encuubrance 0.00

Last Year Original Budget 15,000.00
Last Year Rewised Budget 15,000.00

Search | Filter Record

@ |>EI HRev Budget ||New Filter Go 4 » ERCE




Other Useful MUNIS Inquiries

The following instructions pertain to other MUNIS reports which can be useful
for financial reporting. These reports are as follows:

Invoice Inquiry
Vendor Inquiry
Check Inquiry

W N

Purchase Order Inquiry



Invoice Inquiry

Go to FINANCIALS on the tool bar and select:
D. Accounts Payable

E. Invoice Inquiry/Reports Menu

A. Vendor Invoice Lists

8 Munis Main Menu - *TEST DATABASE MUNIS ¥10.3 Sep 13 2013* - krchesse - 09/27/2013

System  Favorites [gUEUBEl Human Resources/Payroll  General Revenues  Praperty Revenues  Departmertal Functions

gExc
3. vendor Certificate Report

On the toolbar, select the Magnifying Glass and type in the search criteria. When searching by vendor
name, remember that the vendor field is set up exactly like the W-9. Utilizing an asterisk * (LEXUR¥)
within a field could provide multiple vendors within those parameters to choose from; this is helpful if
you’re unsure of the exact name of a vendor. Similar to the other screens, the option to search multiple
fields such as Check# and Amount can be utilized to accelerate the request. Hit enter or the green check
mark on the toolbar to reveal the search results.

@ Vendor Invoice Lists - Munis [*TEST DATABASE MUNIS V10.3 Sep 13... E E

My File Edit Tools Help

(90 + 22 Q08 #0% LRIEBEEE8E »
Wendaor
Yendor
Status Active hd
Mame LEXUR*

General type

Class code

Geographic code

Invoice

Docunent

Invoice

Department

Status A
Entry date

Due date

Check date
Youcher/document
Purchase arder
‘Warrant

Check

Met amount

Use tax

Descripkion

Yendor's name {alpha sort), OVR




Invoice Inquiry

On the toolbar select List to reveal the following screen. Search results disclose the Vendor name,
Document, Invoice, Voucher, PO#, Warrant, Check#, Amount, Use Tax, and STS. The STS field
{circled below} stands for Status and will display PD if the check has been cash disbursed. This
designation should not be misconstrued as the check having been cashed; the field is
systematically populated by MUNIS upon completion of disbursement. Scroll through the
payments until the one desired is identified and the information is obtained.

[ AP Vendor Invoice List

File Edit Toals Help

@0 s+ 2D QAERE FER ARMNE EEEE  Ha - <9800

WEMDOR MAME DO CUMEMT INWOICE WOUCHER PO # WARRANT | CHECK AMOUNT USE ThAx &
LEXUR ENTERP 0 01 0 ;
LEXUR. EMTERPRISES 07-0002 07-0002 26879 72106018 02150706 10398577 52809.75 .00 PO
LEXLR. EMTERPRISES 07-0003 07-0003 274N 72106015 02280703 10401594 67271.62 .00 PD
LEXLR EMTERPRISES 07-0004 07-0004 F7895Y 72106018 03090702 10405239 GE577.00 00 PD
LEXUR. EMTERPRISES 07-0005 07-0005 499274 72106018 03270703 10412134 752825 .00 PO
LEXLUR EMTERPRISES 07-0007 07-0007 53323V 721060158 03290703 10413525 77326.87 .00 PO
LEXUR. EMTERPRISES 07-0009 07-0009 62497 72106018 04160702 10419553 F6900.50 .00 PO
LEXLIR. EMTERPRISES 07-0010 07-0010 59450 72106015 04260702 10422965 7877138 .00 PD
LESLR EMTERPRISES 07-0011 07-0011 78462 72106015 05110706 10428721 FEO52.25 .00 PO
LEXUR. EMTERPRISES 07-0014 07-0014 57152 72106018 05250704 10432861 79852.88 .00 PO
LEXLR. ENTERPRISES 07-0015 07-0015 Q4090 72106015 06060704 10435545 G69990.75 .00 PD
LE¥LR EMTERPRISES 07-0016 07-0016 103729 72106018 06220710 10442504 687858.12 00 PD
LEXLR. EMTERPRISES o7-0017 o7-0017 117091 72106018 07120702 10449077 F1116.88 .00 pD
LEXLUR EMTERPRISES 07-0019 07-0019 121109 72106015 07190706 10451338 63398.25 .00 PO
LEXUR. EMTERPRISES 07-0020 07-0020 132118 72106018 08030702 10457269 71185.50 .00 PO
LEXLIR. EMTERPRISES 07-0023 07-0023 139399 72106015 08170709 10461469 67925.581 .00 PD
LESLR EMTERPRISES 07-0024 07-0024 154238 7106015 09110701 10468051 6151725 .00 PO
LEXUR. EMTERPRISES 07-0026 07-0026 162719 72106018 09210702 10473476 S6146.50 .00 PO
LEXLR. ENTERPRISES 07-0027 07-0027 162721 7106015 09210702 10473476 11510.80 .00 PD
LE¥LR EMTERPRISES 07-0028 07-0028 172644 72106018 10110705 10479545 7915739 00 PD
LESLIR. EMTERPRISES 07-0028-2 07-0028-2 172646 72106092 10110705 10479545 S26742.90 .00 PD v

Search f Filker Record
@ 7 o q b 1 of z48
YR




Go to FINANCIALS on the tool bar and select:
D. Accounts Payable

D. Vendor Processing

C. Vendor Inquir

[ Munis Main Menu - *TEST DATABASE MUNIS V10.3 Sep 13 2013* - krchesse - 09/27/2013

System  Favorites [GUERWEll Human ResourcesPayral  General Revenues  Property Revenues  Departmental Functions

A, General Ledger Menu
B. Budget Processing

B. Inwroice Processing
C. Cash Dishursements
D. e g

E. Iwoice Tnquiry and Reports *

E. Vendar Insurance Certficate Expiration
H. vendor Tmport

L. Vendor Export
3. ¥endor Performance
K. Vendor Expenditures by Certfication

H. AP Rel
©. Contract Retainage

P. Vendar Changessts
Q. Yendor Workflow Groups

On the toolbar, select the Magnifying Glass and type in the search criteria: Vendor Number, Name, etc.
Utilizing an asterisk * (*SMITH) within a field or searching more than one field such as city and zip code
could provide multiple vendors within those parameters to choose from; this is helpful if you’re unsure
of the name or number of a vendor. Hit enter or the green check mark on the toolbar to reveal the
search results. If more than one vendor matches the search criteria, scroll through the vendors using
the tool circled at the bottom of the screen; make sure you select the correct vendor.

f# Vendor Inquiry - Munis [*TEST DATABASE MUNIS V10.3 Sep 13 2013*] CEX

=
=

File Edit  Tools -
@@ 4 —4-@ TER EARNE @EEHEE EBa - =BG

g1 2l vendor Information Audits

Yendor +1] Entity Entered
1099 Data Alpha Type Modified
o o .
Invoice Inquiry
Change Set
Checlk Inquiry
Iain General Miscellaneous Conkacts Certifications
PO Inguiry
Contact Information
Marne Remittances (03 Comments (0]
Gl Surnmary
DBEA
Histor:
e
Commodities 7ip code
Ciky
State
Country Foreign entity

Ernail
Tdentification Additional
=5 Commadity

wendor Alerts

(][] soto ttachmerts m>

Choose the sork sequence for vendors. {5) o 4




I Vendor Inquiry - Munis [*TEST DATABASE MUNIS ¥10.3 Sep 13 2013*]

My File Edt Tools Help

@@ + 23 QRE FE@8 CANE FEHEE BHa- =000

General Yendor Information Audits
Vendor +1 Entity Entered
Alphia | LAST NAME, FIRST MAME Type ¥ Madified
Status | ACTIVE ¥|  Reason b By
Change Set v =

Main | General | Miscellaneous | Contacts | Certifications

Contact Information

Mame FIRST MAME, LAST MAME Remittances i} Comments (07
FIELD NOT RECOGNIZED BY MUNIS

DBA FIELD MOT RECOGNIZED BY MUNIS

Bddress | 123 USA ST, {LEAVE BLAKK IF NO DEA)
12315/ ST,
FIELD NOT RECOGNIZED BY MUNIS

Zipcods  |43210-1234

City COLUMBUS

State OH ...

Country | QMUY IF FOREIGN |:| Foreign entity

Email =

Y a,

Identification Additional

DUNS E Perfarmance
& Commodity

Yendor Alerts

4 4 0 of O [ 3 ]| [ :'\ [f] Attachrments (0}

‘endor country code,

OVR

In an effort to be more consistent, user friendly and comply with IRS regulations, all new
vendors entered after December 1, 2008 will be initiated in the preceding manner. The
name will match the information provided by the vendor on IRS Form W-9. As time allows,
the existing vendor database will be modified and adapted to these standards. Duplicate
and inactive vendors will be identified and purged from the system.



Check Inquiry

Go to FINANCIALS on the tool bar and select:
D. Accounts Payable

D. Vendor Processing

C. Vendor Inquiry

On the toolbar, select the Magnifying Glass and type in the search criteria: Vendor Number,
Name, etc. Utilizing an asterisk * (LEXUR*) within a field or searching more than one field
such as city and zip code could provide multiple vendors within those parameters to choose
from; this is helpful if you're unsure of the name or number of a vendor. Hit enter or the
green check mark on the toolbar to reveal the search results. If more than one vendor
matches the search criteria, scroll through the vendors using the tool circled at the bottom of
the screen; make sure you select the correct vendor.

[#@ Vendor Inquiry - Munis [*TEST DATABASE MUNIS ¥10.3 Sep 13 2013"] (=13
My File Edit  Tools 2D
@ ® ,_—.,@ or = 3% & B (X B EEE E B - v @B ®@
gher al wendor InFormation Audits
Wendaor 801314 +1 Enkity 1 Entered o7f1zjz011
Alpha | LEXUR EMTERPRISES Type Modified 07 j1z/2011
Status | ACTIVE Reason | CORP - CORPORATIORN By
_
change Set |current
Check Inquiry
Main General 1l Miscellaneous Contacts Certifications
Contack InFormation
Name LEMUR ENTERPRISES TNC Remittances (0% Comments (0%
GL Summar: o
DBA
Address LEXUR APPRAISAL SERVICES
Awearded PO BOX 751282
Commadities
Zip code 45475-1262
City DAYTON
State OH .. Chio
Courkry Foreign entity
i
Tdentification Additional

= Commodity

wendor Alerts

Choose the sort sequence For vendors., (5}

Upon determining the correct vendor, select CHECKS INQ from the action toolbar on
the left.



W@ Vendor Inquiry - Munis [*TEST DATABASE MUNIS V10.3 Sep 13 2013%] [ =1[e3)
Iy File Edit Tools Help

=

2@ ¢ an QEEER AR HE EEEE s Ea - w83 @

General Vendor InFormation Audits
Wendaor 801314 +1 Enkity I‘ Entered o7f1zjz011
Alpha | LEXUR EMTERPRISES | Type Modified 07 j1z/2011
Status | ACTIVE | Reason | CORP - CORPORATION By |

Inwvoice Inquiry -

Check Inguiry

Mar~]_General | Miscellansous | Contacts | Certifications

Histar
s Address LEXUR APPRAISAL SERVICES

PO Inguir

Hame |LExUR ENTERBRISES INC | memittances (o Comments (03
GL Summary |

(e ]| oo :

Awardl_al_ﬂ PO BOK 7512582 |
Commadities

Zip code 45475-1262 .- . .
ct  [pavren Click on the Check Inquiry

z?::try % Foreign entity b utton
Email [ ]
WY | |

Tdentification Additional

wendor Alerts

Choose the sort sequence For vendors. () VR

It is possible to search for checks within specific dates. Select the calendar next
to each of the check date fields and choose the payment dates for the vendor.

@ Checks Selection
My  File Edit Tools Help
@O + 2D QEE ER SRLENE EHEEE

Check Criteria
Cash Orgiobject [a999 [101000 )|

Check number |

Check date
Cleared January, 2013

Sun

a0
Cldest check date to select. (alk+

13

z0

27
3

#® Checks Selection

My File Edt Tools Help

@@ s B QEE @8 SERLMHE EEE5E
Check Criteria

Cash Org/Object [2999 [-.-] | 101000 | ]

Check number | |

Check date 01/01/2013 to bajz7iz013

Cleared | v| o September, 2013
wed Thu

28 29
Mewest check date ba select, (Alt+Daown Arrow) 4 5
11 12
15 19 20 21
25z JEME =

2 3 4 S 7




Checks Selection |Z||E|rg|

My  File Edit Tools Help
20 + LB QRE @R SAMNE §EEEE »
Check Criteria
CashOrgfObiest  |9999 ) |10t L] ()
Check number | |
Check date [oyoifenis ()] o |ogjzrreonz ()
Cleared v
W - Cleared checks only
M- Uncleared checks only
Select: ¥ - Cleared checks only, N SEREEEERUNENEERIREENE = 4ll checks, VR

Use the dropdown arrow next to the Cleared field if you are searching for only redeemed or
outstanding checks. Leaving the field blank will produce both cleared and uncleared checks.
After choosing your search parameters, hit enter or the green check mark on the toolbar.

Checks Browse

File Edit Tools Help
@0 s+ 2R QEE FE 8 SRAME EEHEE  Has - o« ?9B8®
Cash Accounk Check # Check Date ‘Warrant Clr Cleared Date  Amount
9292 101000 378922 0 3 071948CH1 Y 07/31/2013 159, 75
9999 101000 377682 0528aCH1 Y 06/30/2013 159,465.75
9999 101000 375602 05/16/2013 05138CH2 Y 05/31/2013 190,925.64
9999 101000 373314 04/10/2013 0405ACHL ¥ 04/30/2013 190,923.56
9999 101000 371767 03f13/2013 0308ACH1 ¥ 03/29/2013 278,091.06
9999 101000 370267 0zf13/2013 0208ACH1 ¥ 0z2/28/2013 190,9258.56
9999 101000 369646 01/25/2013 o1zzazH1 Y 01/31/2013 190,925,568
‘ “iendor 801314 LEXUR. EMTERPRISES has 7 Checks For: 1,360,742.88
Search | Filker Record
Q7] @ || I | Go || 4[] » LT
OVR

Search results reveal the check issued date, the check number, redeemed date, and amount.
The Warrant field indicates the naming mechanism of a group of batches that were cash
disbursed together. The Cir & Cleared Date fields are populated in MUNIS by the Treasurer’s
Office when the funds are redeemed at the bank. Specific checks can be highlighted and
double clicked to reveal more information, including Invoice Number(s), Invoice Date(s),
Purchase Order(s), and Voucher(s).



Purchase Order Inquiry

Go to FINANCIALS on the toolbar and select:
C. Purchasing

C. PO Inquiry and Reports Menu

D. Purchase Order Inquiry

[ Munis Main Menu - *TEST DATABASE MUNIS ¥10.3 Sep 13 2013* - krchesse - 09/27/2013 ==X
System  Favorites MEUENRESY Human Resources/Payroll  General Revenuss  Property Revenues  Departmental Functions
A, General Ledger Menu
B. Budget Processing
C. Purchasing urchase Order Proc
D. Accounts Payable
G, Fived Assets
K. Employes Expense
L. Accounk Ingquiry
1. Accounts Owverview

A, Standard PO Reports

E. vendar Inguiry

C. Purchase Orders by GL Account
D . y
E. Purchase Order Asset Expart

F. Purchase Order Receiving Repart
G. Purchase Order Summary Report

You should get a screen like below.

§# Purchase Order Inquiry - Munis [*TEST DATABASE MUNIS V10.3 Sep 13 2013*]
My File Edit Tools Help

@0 fLAQAPE +O% ARAENE 3E0R B - w980
“an | Tomsfiscolanens |

&L Find Purchase Order Details

Detail Find Dept/Loc [ efer [ | sens [
Fiscal year Petiod Erikr

o v N ] v

PO number I:I Needed By

RN General commadity l:l Expire l:l

Approvals l:l [Dq Invoices J [Dq' Mokes
Yendor Details Shipping Details

oL Alocations| | Vendor || Committed spto ||

Name |

PO mailing l:l
|
|
|
|

Buryver |

General description | Change

Line Detail

GL Surnrnary

Reference |

[ ]
]

Line: Ordered Amount Liguidated Balance 1t GL Account Tatals

< it

E E| |E E Attachments (07




Purchase Order Inquiry

. Purchase Order Inquiry - Munis [*TEST DATABASE MUNIS V10.3 Sep 13 2013*]
My Fle Edt Tools Help

00 +aD

Main

B +28 ERAMNE dEEN “Ha - w900

erms/Miscellaneous

o Purchase iNrder Details
Dekail Find DeptfLoc GL Effec Status
Fiscal year Period Entr Buyer
PO number Meeded By
Acivit
General commadit Expire:
Approvals General description Change [Dq' Invoices l [Dq Motes
Line Detail
Vendor Details Shipping Details
&L Allocations Wendor Committed Ship to
MNarne
GL Surmnary
PO mailing
Reference
Remit
Ling Ordered Amount | Liquidated 1st GL Account Totals

Ordered
Liquidated

Balance

{

EE 0of @ E] @ Aktachments (0%

R,

\

Click on select the Magnifying Glass button to search a list of purchases
orders associated with this purchase order.

10




Purchase Order Inquiry

# PO Inquiry Find

My File Edt Tools Help
90 + 3 QAEE FER SRNE EEEE

Yendor

Purchase Crder
Deph/Loc

Fiscal Year

PO number

Gen commodity
Entry date
Meeded by date
Skatus

Type

Requisition number
Cantrack

Wark Order
zeneral Description

Qpen armount

PO Department of Location Code

Period

Yendaor number
Skatus

Marme

Type

Class code

Geographic code

Wi

o BT

Far

R,

»

You should get a screen like this. Fill in the information for your search, FY,

PO number, name, etc. which will help narrow your search.

Hit the green check mark when you have completed entering your

information.

11



Purchase Order Inquiry

Q0 Lt2RAQER+FX cRLAR OEEA N w0 B

Purchase Order Detais
DeptlLoc 36215 - Status
GL effective date 01/12/2016 Buyer  sharon A Sabree

Fiscal year 2016 Period Entered
Needed By
Expire

Last Changed

PO number 66215017

General commodity

General description OFFICE SUPPLIES

[Brotes | [Breceving | [Sivoices |

Vendor Details Shipping Details
Vender 801527 [ ] Committzd r Ship to 9620

GL Find
‘Approvals

Name STAPLES CONTRACT & COMMERICIAL INC FRAMKLIN COUNTY EMERGENCY

POmaling 0 MANAGEMENT & HOMELAND SECURITY
ATTN SONJA BARKLEY AR SPRVSR. 5300 STRAWEERRY FARMS BLVD

300 ARBOR LAKE DR COLUMBUS OH 43230

e Reference

Remit 0

Line Ordered Amount Liquidath 15t GL Account Totdls

12,500.00 5,528. 6,971.28 29620100-530100
Ordered

Liquidated

Balance

4 m

E E 4218 of 422§ E E @ Attachments (0]

Click on the “Invoices” button to create a list of invoices associated with this
purchase order.

You can export the invoice list for a specific Purchase order to Excel. To do
this click the Excel icon and MUNIS will export the invoice list to Excel.

12



Purchase Order Inquiry

Invoices for Year/Purchase Order 2016/66215017 EI@
File Edit Tools Help

v ¢ £ B 3 A @ N = L a 5] o E:.; B v

Invoices

Document Invoice Year Inv Date Invoice Amount Liquidated Amount Status Check Check Date  *
01737127 3286801389 2016 01/14/2016 24430 244.30 Paid 427181 01/22/2016
91737130 3286801383 2016 01/14/2016 2670 26.70 Paid 427781 01/22/2016
81737133 3286801386 2016 01/14/2016 2250 22.50 Paid 427781 01/22/2006  |F
01742855 3289813420 2016 01/27/2016 139.80 139.80 Paid 428223 02/03/2016
91756097 3290834473 2016 02/23/2016 7120 71.20 Paid 429827 03/02/2016
01756101 3291067618 2016 02/23/2016 1283 1283 Paid 429827 03/02/2016
01767221 3294108469 2016 03/16/2016 48088 480,88 Paid 431458 03/29/2016
81767223 3294108470 2016 03/16/2016 18998 199.98 Paid 431458 03/29/2016
01776351 3296330008 2016 04/05/2016 42112 42112 Paid 431777 04/11/2016
91776352 3296394808 2016 04/05/2016 6181 6181 Paid 431777 04/11/2016
01776355 3297071664 2016 04/05/2016 2459 2459 Paid 431777 04/11/2016
91776376 9018211558 2016 04/05/2016 18248 18248 Paid 16027350 04/06/2016
51776380 44295 2016 04/05/2016 6.59 6.59 Paid 431867 04/07/2016
01776429 3296330010 2016 04/05/2016 1051 10.51 Paid 431777 04/11/2016
91776430 3296330011 2016 04/05/2016 19448 194,48 Paid 431777 04/11/2016
01785818 557001-2 2016 04/21/2016 113 113 Paid 16030519 04/25/2016
01788261 3297923788 2016 04/26/2016 7538 75.38 Paid 433307 05/04/2016
51788264 3298820023 2016 04/26/2016 9478 94.78 Paid 433307 05/04/2016 L
< I b
Total Invoiced 5,528.72 Total Liquidated 5,528.72

OVR.

This is a list of the invoices that was generated. You can scroll through the

listing for the one you are looking for.

You can export the invoice purchase order list to Excel. To do this click the

Excel icon and MUNIS will export the invoice list to Excel.

13
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Purchase Orders by GL Account

Contents and Navigation

Page 1 of 2

Purchase Orders by GL Account

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, Accounts
Payable Invoice Entry and Purchase Order Entry data need to be posted.

To create a report:

1. Click Define to complete the Fund Range or the Org/Object range boxes or click Seg Find to
create the report by account segment, type, or status.

2. Click Report Options to establish the report criteria and complete the purchase order selection

fields.

3. Click Select to select records that match the criteria.

4. Click Preview, PDF, Print, or Text File to view, print, or save the report.
he 132-character report prints in fund, org, object, project, vendor, and purchase order
sequence, with totals on vendor, account, org, and fund. There is no report total.

You can also click By Segment to open the Purchase Orders by GL Segments program, allowing you
to define accounts and sort by segments.

& Field Descriptions

Field

Description

Define Criteria

Execute this Export

This value selected in this field determines when the export process
actually occurs. You can select from Now, Now in Background, or At a
Scheduled Time. If you select At a Scheduled Time, the program opens
the Munis Scheduter screen after you complete the remainder of the fields.

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 of blank and zzzz to include all funds.

Org/Obj Range

These boxes include is the first and last general ledger accounts or
account segments for the range of accounts to include.

Report Options

Select Records With

This list 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 that 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.

http://help.munis.com/v105/po/Content/Programs/poglacct01.htm 10/7/2015




Purchase Orders by GL Account Page 2 of 2

Field Description

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/Pericd 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.

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

Include Ailocated but This check box directs the program to include accounts payable invoices

Not Yet Posted that are allocated or released, but not posted.

Include Unposted This check box directs the program to include any liquidation records that

Liquidations exist in the system, but have not yet been posted.

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

Include Allocated but  |This check box directs the program to include purchase orders that are

Not Yet Posted allocated or released, but not posted.

Include Unposted This check box directs the program to include any liquidation records that

Liquidations exist in the system, but have not yet been posted.

Show Total Open This check box directs the program to include the totai open purchase

Amount with Each Line |order amount after the open line amount.

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

Department This is 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.

General Resources Online Help Resources Other Resources

Using Munis with Dashboard 6.1 I , Tyler Community, eLearning,
(PDF) Navigating Online Help and Munis KnowledgeBase
tJPs[t)an) Munis with Dashboard 5.8 Tyler Dashboard 6.1 (PDF)

Using Munis MapLink (PDF) Tyler Dashboard 5.8 (PDF)
Using Munis Scheduler (PDF)
Using Munis Workflow (PDF)

http://help.munis.com/v105/po/Content/Programs/poglacct0O1.htm 10/7/2015




10/ 30/ 2015 08: 35 FRANKLI N COUNTY P 1

krchesse PURCHASE ORDERS BY GL ACCOUNT pogl acct
YEAR/ PERI OD: 2015/ 13 Amount s | ncl ude Unposted AP Invoi ce Liquidations

ACCOUNT/ VENDOR PO YEAR/ PER OPEN LI NE AMI OPEN PO AMI' DESCRI PTI ON STATUS

13210800 21- 1 NTRGV- REA- APPRSL&TAX SVCS

2013-21- A2- 08- 00- 00- 0000- 01- 520105- DATA PROCESSI NG CONSULTANTS

127991 | NTELLI NETI CS I NC 22114015 2012/ 01 .00 . 00 REA- DATA BOARD RESOLUTIC osed

801317 METANAP | NC 32114166 2013/10 .00 .00 REA- SOLE SOURCE VENDOR C osed

153167 NETWAVE CORPORATI ON 13211540 2011/ 08 .00 . 00 REA- STATE TERM AND OTHEJ osed

501317 NETARP | NG 45174006 201402 00 00 5o E SOURRE: CONSULTI NG & osed
.00

34209 TREASURER MAPSYS REI MBURSEME 52114068 2015/ 05 .00 .00 | NTER- COUNTY- FRANKLI N @ri nt ed

801317 METAMAP | NC 32114007 2013/01 .00 . 00 REA- SOLE SOURCE VENDCR O osed

153167 NETWAVE CORPORATI ON 13211457 2011/ 04 .00 . 00 REA- DATA CENTER RESOLUTO osed

801492 MANATRON | NC 13211525 2011/ 08 .00 . 00 REA- SOLE SOURCE VENDCR O osed

801317 METAMAP | NC 13211428 2011/ 03 .00 .00 REA- SOLE SOURCE PURCHAS osed

153167 NETWAVE CORPORATI ON 22114044 2012/ 02 .00 . 00 REA<$1, 000- NETWAVE SERW osed

155023 SI DWELL COMPANY 32114110 2013/ 06 .00 . 00 DATA BOARD RESOLUTI ON d osed

ACCOUNT TOTAL .00

2013-21- A2- 08- 00- 00- 0000- 01- 520108- APPRAI SERS

801314 LEXUR ENTERPRI SES | NC 42114000 2014/ 02 .00 .00 COUNTY CONTRACT-2014 TRJ osed

801584 TYLER TECHNOLOG ES | NC 52114061 2015/ 04 291, 010. 08 291, 010. 08 2017 REVALUATI ON AND NEPri nt ed

801314 LEXUR ENTERPRI SES | NC 12111578 2011/12 .00 . 00 REA- COUNTY CONTRACT d osed

199582 PI CTOVETRY | NTERNATI ONAL COR 42114095 2014/ 07 .00 .00 GSA- AERI AL PHOTOGRAPHY O osed

199582 PI CTOVETRY | NTERNATI ONAL COR 52114015 2015/ 01 .00 14, 250. 00 COUNTY CONTRACT- PI CTOVEr i nt ed
.00

202370 FACET TECHNOLOGY CORP 13211435 2011/ 03 .00 . 00 REA- COUNTY CONTRACT PURD osed

801584 TYLER TECHNOLOG ES | NC 42114020 2014/ 02 .00 .00 COUNTY CONTRACT- STREET d osed

331314 LBAR BERI B 108 mE R & 33 RS O 0

.00



10/ 30/ 2015 08: 35 FRANKLI N COUNTY P 2

krchesse PURCHASE ORDERS BY GL ACCOUNT pogl acct
YEAR/ PERI OD: 2015/ 13 Amount s | ncl ude Unposted AP Invoi ce Liquidations
ACCOUNT/ VENDOR PO YEAR/ PER OPEN LI NE AMI OPEN PO AMI' DESCRI PTI ON STATUS
265361 WOOLPERT I NC 22114061 2012/ 03 .00 . 00 REA- OTHER COOPERATI VE J osed
199582 PI CTOVETRY | NTERNATI ONAL COR 32114087 2013/ 05 .00 .00 CONTRACT RESOLUTI ON PO d osed
801314 LEXUR ENTERPRI SES | NC 52114000 2015/ 01 .00 .00 COUNTY CONTRACT-2015 NEJ osed
801314 LEXUR ENTERPRI SES | NC 22114000 2012/ 01 .00 . 00 REA- COUNTY CONTRACT Cl osed
.00
801584 TYLER TECHNOLOG ES | NC 32114156 2013/ 10 .00 .00 CONTRACT RESOLUTI ON PO d osed
801584 TYLER TECHNOLOG ES | NC 52114060 2015/ 04 495,714, 28 495, 714. 28 2016 NEW CONSTRUCTI ON Arinted
801584 TYLER TECHNOLOJ ES | NC 13211427 2011/03 .00 . 00 REA- COUNTY CONTRACT PURD osed
801584 TYLER TECHNOLOGJ ES | NC 22114047 2012/ 02 .00 . 00 REA- COUNTY CONTRACT PURD osed
495, 714. 28
801314 LEXUR ENTERPRI SES | NC 32114047 2013/ 02 .00 .00 COUNTY CONTRACT- CHANGEFRD osed
124389 JERZELL L PI ERRE LOUI S 32114129 2013/ 07 .00 . 00 MANAGEMENT SERVI CES Cl osed
120683 PKF CONSULTI NG USA LLC 32114133 2013/ 08 .00 . 00 APPRAI SAL SERVI CES Cl osed
801584 TYLER TECHNOLOGJ ES | NC 52114003 2015/ 01 14, 000. 00 14, 000. 00 COUNTY CONTRACT- STREET Pri nt ed
ACCOUNT TOTAL 800, 724. 36
2013- 21- A2- 08- 00- 00- 0000- 01- 520108- AUD12 APPRAI SERS
801314 LEXUR ENTERPRI SES | NC 22114113 2012/ 07 .00 . 00 REA- COUNTY CONTRACT Cl osed
ACCOUNT TOTAL .00
2013- 21- A2- 08- 00- 00- 0000- 01- 520108- AUD13 APPRAI SERS
801314 LEXUR ENTERPRI SES | NC 32114000 2013/01 .00 .00 COUNTY CONTRACT-2013 NEJ osed
801314 LEXUR ENTERPRI SES | NC 32114167 2013/ 11 .00 .00 COUNTY CONTRACT-2013 NEJ osed
801314 LEXUR ENTERPRI SES | NC 22114185 2012/ 12 .00 .00 COUNTY CONTRACT PURCHASD osed
.00
ACCOUNT TOTAL .00
2013- 21- A2- 08- 00- 00- 0000- 01- 520108- AUZ18 APPRAI SERS
801314 LEXUR ENTERPRI SES | NC 32114115 2013/ 06 .00 .00 COUNTY CONTRACT-2014 TRJ osed
ACCOUNT TOTAL .00
2013- 21- A2- 08- 00- 00- 0000- 01- 520199- PROFESSI ONAL SERVI CES- OTHER
801492 MANATRON | NC 22114001 2012/ 01 .00 .00 REA- SOLE SOURCE VENDCR C osed
801492 MANATRON | NC 22114104 2012/ 06 .00 .00 REA- SOLE SOURCE VENDOR Cl osed

.00



10/ 30/ 2015 08: 35 FRANKLI N COUNTY P 3

krchesse PURCHASE ORDERS BY GL ACCOUNT pogl acct
YEAR/ PERI OD: 2015/ 13 Amount s | ncl ude Unposted AP Invoi ce Liquidations
ACCOUNT/ VENDOR PO YEAR/ PER OPEN LI NE AMI OPEN PO AMI' DESCRI PTI ON STATUS
327178 3SG CORPORATI ON 22114175 2012/ 11 .00 . 00 REA- DATA BOARD RESCLUTIC osed
801492 MANATRON | NC 32114001 2013/ 01 .00 .00 SOLE SOURCE- REALM & SMI osed
357175 356 GORPORATI ON 2114162 01310 00 100 SCAN PROPERTY REGORD Gl 0s6d
.00
801492 MANATRON | NC 42114001 2014/ 02 .00 .00 SOLE SOURCE- REALM & SMI osed
999999 MULTI PLE VENDOR - VENDOR TO 42114017 2014/ 02 .00 .00 COUNTY CONTRACTS- MEDI ATCl osed
801896 PROTEAM SOLUTI ONS | NC 42114019 2014/ 02 .00 .00 COUNTY CONTRACT- PROJECTT osed
801333 NI KI SH SOFTWARE CORPORATI ON 42114054 2014/ 03 .00 . 00 COUNTY CONTRACT- SOFTWARD osed
801900 PRI ME AE GROUP | NC 52114063 2015/ 04 26, 622. 27 26, 622.27 STS-CONV, | NDEXING M Crinted
327155 GBQ CONSULTI NG LLC 52113032 2015/ 10 3, 000. 00 46, 000. 00 3 QUOTES- PROCESS & | NTEPri nt ed
801896 PROTEAM SOLUTI ONS | NC 52114089 2015/ 09 174, 100. 85 174, 100. 85 CONTRACT RESOLUTI ON POPrinted
101482 I 118 e % 98 o S S YEog ased
351483 TN 118 B Rie : 33 I8 s S g o
.00
327178 3SG CORPORATI ON 22114050 2012/ 02 .00 . 00 REA- DATA BOARD RESOLUTIC osed
RS B BRRIE T & 33 2N BAVA 5348 FESRA o
.00
153167 NETWAVE CORPORATI ON 22114189 2012/ 12 .00 . 00 DATA BQOARD RESOLUTI ON d osed
327178 3SG CORPORATI ON 32114050 2013/ 02 . 00 . 00 REA- DATA BOARD RESOLUTIC osed
170493 SI GN PROFESSOR LLC 32114057 2013/ 02 .00 .00 <$1, 000- | NSTALL SI GNS d osed
999999 MULTI PLE VENDOR - VENDOR TO 32114099 2013/ 05 . 00 . 00 CONTRACT RESCOLUTI ON PO d osed
155023 SI DWELL COMPANY 42114018 2014/ 02 .00 . 00 DATA BQOARD RESOLUTI ON- & osed
801492 MANATRON | NC 42114088 2014/ 07 . 00 . 00 SOLE SOURCE- 2014 CONDEND osed

35218 FCSO COUNTY SPECI AL DUTY | NV 42114102 2014/ 08 .00 . 00 | NTER- COUNTY- SHERI FF- SFCl osed



10/ 30/ 2015 08: 35 FRANKLI N COUNTY P 4

krchesse PURCHASE ORDERS BY GL ACCOUNT pogl acct
YEAR/ PERI OD: 2015/ 13 Amount s | ncl ude Unposted AP Invoi ce Liquidations
ACCOUNT/ VENDOR PO YEAR/ PER OPEN LI NE AMI OPEN PO AMI' DESCRI PTI ON STATUS
801896 PROTEAM SOLUTI ONS | NC 42114110 2014/ 09 .00 .00 CONTRACT RESCLUTI ON PO d osed
801900 PRI ME AE GROUP | NC 42114127 2014/ 12 .00 .00 STS-PREP, | NDEX AND SCAC osed
35218 FCSO COUNTY SPECI AL DUTY | NV 52114066 2015/ 05 1, 106. 99 1,106. 99 I NTER COUNTY- SECURI TY FPri nted
801900 PRI ME AE GROUP | NC 52114010 2015/ 01 31, 807. 80 31, 807. 80 STS- SCAN DOCUMENTS Printed
999999 MULTI PLE VENDOR - VENDOR TO 12111565 2011/10 .00 .00 Cl osed
35701 MORPC FRCO URGENT HOME REPAI 13211496 2011/ 06 .00 . 00 REA- | NTERGOVERNVENTAL d osed
239637 QUI CK SOLUTI ONS | NC 22114070 2012/ 03 .00 . 00 REA- DATA BOARD RESCLUTIC osed
801492 MANATRON | NC 32114046 2013/ 02 .00 . 00 REA- SOLE SOURCE- SMDA SW osed
266180 MCPC | NC 32114168 2013/11 .00 .00 STS- PROFESSI ONAL SERVI @0 osed
178573 GOVDELI VERY | NG i5114358 2014113 00 100 BATA BOARD RESOLUT QN Il oced
.00
102334 ASI ST TRANSLATI ON SERVI CES | 52114041 2015/ 02 .00 . 00 RE<$1, 000. 00- TRANSLATI @ri nt ed
801896 PROTEAM SOLUTI ONS | NC 52114087 2015/ 08 174, 469. 25 174, 469. 25 PRQIECT MANAGEMENT, BUSPri nt ed
327178 3SG CORPORATI ON 13211464 2011/ 04 .00 .00 STATE TERM OTHER COOPERC osed
801896 PROTEAM SOLUTI ONS | NC 22114165 2012/ 11 .00 . 00 STS- | NFRASTRUCTURE ASSHJ osed
327178 3SG CORPORATI ON 32114021 2013/01 .00 . 00 REA- DATA BOARD RESCLUTIC osed
801492 MANATRON | NC 32114157 2013/ 10 .00 .00 REA- SOLE SOURCE VENDOR d osed
118579 ROYAL DOCUMENT DESTRUCTI ON 42114027 2014/ 02 .00 . 00 REA<$1, 000. 00- DOCUMENT Cl osed
801584 TYLER TECHNOLOGQ ES | NC 42114032 2014/ 02 .00 .00 COUNTY CONTRACT- CAMA SYO osed
801896 PROTEAM SOLUTI ONS | NC 52114049 2015/ 03 . 00 . 00 CONTRACT RESOLUTI ON POPrinted
145590 NOVACARE REHABI LI TATION OF O 52114067 2015/ 05 .00 . 00 RE<$1, 000. 00- ERGONOM C Pri nt ed
801919 CREATE PRODUCE MEDI A LLC 52114048 2015/ 02 3,730.00 3, 730. 00 THREE QUOTES- ASSI STANCEr i nt ed
104153 BI NDERY & SPECI ALTIES | NC 13211503 2011/ 06 .00 . 00 REA- DATA BOARD RESOLUTIC osed
999999 MULTI PLE VENDOR - VENDOR TO 13211544 2011/ 09 .00 . 00 REA- SECURI TY- | NFORMAL RO osed

801492 MANATRON | NC 22114139 2012/ 09 .00 .00 REA- SOLE SOURCE VENDOR d osed



10/ 30/ 2015 08: 35 FRANKLI N COUNTY P 5
krchesse PURCHASE ORDERS BY GL ACCOUNT pogl acct
YEAR/ PERI OD: 2015/ 13 Amount s | ncl ude Unposted AP Invoi ce Liquidations
ACCOUNT/ VENDOR PO YEAR/ PER OPEN LI NE AMI OPEN PO AMI' DESCRI PTI ON STATUS
566180 MCPC 1 NG S2174021 2014109 00 00 ST PROFESSI GNAL “SERVI @ 0560
.00
104153 BI NDERY & SPECI ALTIES | NC 42114069 2014/ 04 .00 .00 THREE QUOTES- TRI ENNI AL d osed
283519 ARCHER COWVPANY LLC 42114079 2014/ 06 .00 .00 THREE QUOTES- CLASSI FI CAO osed
801673 ENVI RONMENTAL SYSTEM RESEARC 42114083 2014/ 06 .00 . 00 DATA BQOARD RESOLUTI ON- I osed
102334 ASI ST TRANSLATI ON SERVI CES | 42114111 2014/ 09 .00 . 00 RE<$1, 000. 00- | NTERPRETIC osed
801896 PROTEAM SOLUTI ONS | NC 52114045 2015/ 02 .00 . 00 CONTRACT RESOLUTI ON POPri nted
178572 GOVDELI VERY | NC 52114039 2015/ 01 1, 150. 00 1, 150. 00 DATA BOARD RESOLUTI ON- DPri nt ed
999999 MULTI PLE VENDOR - VENDOR TO 52114004 2015/ 01 138, 340. 00 138, 340. 00 COUNTY CONTRACTS- MEDI ATPri nt ed
327175 356 GORPORATI ON 15111287 3011117 00 00 STATE TERM PURGHASE. SCAI 0560
.00
239637 QUI CK SOLUTI ONS | NC 22114051 2012/ 02 .00 . 00 REA- DATA BOARD RESCLUTIC osed
327175 356 GoRPORATI ON $114031 01301 00 100 DATA BOARD RESGLUTI ON Bl osed
.00
801896 PROTEAM SOLUTI ONS | NC 32114155 2013/ 10 . 00 . 00 CONTRACT RESOLUTI ON POd osed
178572 GOVDELI VERY | NC 32114170 2013/ 11 .00 . 00 DATA BOARD RESOLUTI ON d osed
327178 3SG CORPORATI ON 42114034 2014/ 02 .00 . 00 DATA BOARD RESOLUTI ON- BJ osed
266180 MCPC | NC 42114047 2014/ 03 .00 .00 STS-VMMRE AND DELL ENGE osed
801896 PROTEAM SOLUTI ONS | NC 52114009 2015/ 01 . 00 . 00 COUNTY CONTRACT- PRQJ M®ri nted
102334 ASI ST TRANSLATI ON SERVI CES | 52114088 2015/ 09 357. 38 357. 38 TRANSLATI ON SERVI CES- MEri nt ed
283519 ARCHER COWVPANY LLC 52114016 2015/ 01 11, 000. 00 13, 750. 00 THREE QUOTES- CLASSI CATIPri nt ed
104708 HEFFNER PERFORMANCE GROUP | N 52114073 2015/ 05 23, 600. 00 29, 500. 00 THREE QUOTES- STRATEG C Pri nt ed
ACCOUNT TOTAL 589, 284. 54



10/ 30/ 2015 08: 35 FRANKLI N COUNTY P 37

krchesse PURCHASE ORDERS BY GL ACCOUNT pogl acct
YEAR/ PERI OD: 2015/ 13 Amount s | ncl ude Unposted AP Invoi ce Liquidations
ACCOUNT/ VENDOR PO YEAR/ PER OPEN LI NE AMI OPEN PO AMI' DESCRI PTI ON STATUS
106459 JOHN A BECKER COVPANY 32114062 2013/ 03 .00 . 00 REA<$1, 000. 00- NEW QUTLEJ osed
101332 GD SUPPLY | NC 22114163 2012/ 11 .00 . 00 REA<$1, 000. 00- HVAC MATEJ osed
116876 SHERW N W LLI AM5 CO 22114164 2012/ 11 .00 .00 STS PURCHASE- PAI NT/ SUPFCl osed
101541 GRAYBAR ELECTRI C CO | NC 32114039 2013/ 02 .00 .00 CABLES & SUPPLI ES d osed
169722 CONCORD ELECTRI C SUPPLY 22114162 2012/ 11 .00 .00 THREE QUOTES- ELECTRI CALCl osed
100120 SM TH DODSON CO I NC 32114036 2013/ 02 .00 . 00 REA<$1, 000. 00- TRI M d osed
ACCOUNT TOTAL .00

ORG 13210800TOTAL 1,817,918. 23



10/ 30/ 2015 08: 35 FRANKLI N COUNTY P 38

krchesse PURCHASE ORDERS BY GL ACCOUNT pogl acct
YEAR/ PERI OD: 2015/ 13 Amount s | ncl ude Unposted AP Invoi ce Liquidations
ACCOUNT/ VENDOR PO YEAR/ PER OPEN LI NE AMI OPEN PO AMI' DESCRI PTI ON STATUS

FUND_2013_ REAL_ESTATE_ASSESSMENT_(21-RE) TOTAL: 1,817,918, 23 __




JOURNAL INOUIRY / PRINT

“FINANCIALS” DROP DOWN MENU

A GENERAL LEDGER MENU
C JOURNAL ENTRY / HISTORY MENU

C JOURNAL INQUIRY / PRINT

{2 Munis Main Menu - FRANKLIN COUNTY - krchesse - 10/07/2015

m  Fav Fi Human Res General Revenues  Property Revenues: Departmental Functions

Ed Help
00 +2BRQEE +FX SLER OEBER oM w080

Journal Header

Year | s Reference1 T Journal type M Created by
Period I 1 Reference2 B Autoreverse Posted by
Journal ] 7: g Reference3 ~ Overbudget

Reference4 Entity

Project Debit Credit

Control Accounts

Line Org j Project

14

J:common/MUNISPRO/REPORTS/GENLEDGR/JEINQUIRY.doc



Find
Year (ie.2015)
Per  Enter period (ie. 10 for October)
Jnl  Enter journal number (ie. 982)

Enter

{1 Munis Main Menu - F IN COUNTY - -10007/2015
General Property Revenues  Departmental Functions

Source GEN ]  Refeencel gs2 Journaltype  Createdby jxgonzal
Entrydate  10/06/2015 ¥4  Reference2 421XGONZAL Autoreverse N Postedby erfrand
GLeffective date 10/06/2015[114]  Reference3 21FRANCIS  Overbudget N

Referenced TREAS Entity B

Obj Project T Refl Debit Credit

() ) Q) () stz 0

Output

Print
Select Printer

Click OK and follow the prompts

15
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JOURNAL ENTRIES

Click on the Financials menu and select:
A GENERAL LEDGER MENU
C JOURNAL ENTRY/HISTORY MENU
A GENERAL JOURNAL ENTRY/PROOF

Mo Wi WIS - EIRKUIEQUNTY SIS = 10/05/2015 WS
System  Favorites [ Finandals | v | Property

A. General Ledger Menu b | A. Set Up/Chart of Accounts

B. Budget Processing B. Miscellaneous Set Up

>
C. Purchasing » C. Journal Entry/History A. General Journal Entry/Proof

D. Accounts Payable » D. End of Period B. General Ledger Journal Approvals
G. Fixed Assets » E. Inquiries and Reports C. Journal Inquiry/Print

K. Employee Expense > F. Project Accounting D. Journal Analysis

L. Account Inquiry G. GL Workflow Administration E. Account Detail History Report

M. Accounts Overview F. Account Trial Balance

G. Journal Reversal

H. Encumbrance Journal Entry/Proof
K. Export Journals

L. Recurring Journal Entry/Generate
M. Post Summary Journals

N. Accounting Entries

0. Journal Import Templates

P. Journal Export Templates

11

J:common/MUNISPRO/MANUAL/PROCEDUR/GENLDGR/JE.DOC



L Munis App Center - TRAIN DATABASE Oct 2 2015 - krchesse - 10/05/2015 .  § @ MJ

= =
[21) General Journal Entry/Proof - Munis [TRAIN DATABASE Oct 2 2015] - =) E s
My File Edit Tools Help
00 + B QEER+ZX E R OEOD N =008
Journal Information
Summary CLERK: Kerry R Chesser |
Effective date 10/05/2015 [2E] Short description  AUD ONLY WO # '
Fiscal year 2015 Journal reference 384 Task # 0 [...
Period 10 ocr Journal type N Vendor 0 [oe |
Journal 384 Budget year code 1
Source journal GEN Due to/Due from fund
Entity code 1 Reference 2 21CHESSER Transaction type |
Auto reverse journal N Reference 3
Approval status Held
Journal Lines
Org ’ Object Project Account Description Line Description Ref1 Effective Date D/C  Amount
10210100 520204 TELEPHONE SERVICES TEST 384 10/05/2015 D
10210100 526002 DATA PROCESSING SERVICES TEST 384 10/05/2015 C
| ™ TEST 384 10/05/2015
i
i < [ . | »
Journal Totals
Debits 100.00
Credits 100.00 |
Enter the org code. o I

EE G -] X

A journal number will be automatically generated. Enter this number as the Journal reference.
Short description Enter a short description of the journal content.

Journal type normal

Budget year code current year
carry-forward

Auto reverse journal No

Reference 2 should indicate the agency number and MUNIS ID of the person entering the
Journal entry (i.e. 21CHESSER).

Enter the org, object, and project if applicable. Then enter a brief line description. Next chose
if the line is a debit or a credit then enter the amount.

Make certain the debits and credits equal out.
Follow the on-screen prompts. If additional lines are needed for the journal entry description click on

the Add’l Description button and follow the prompts. After filling in the complete description click on
File and choose Save. Then close the windows to get back to the journal entry screen. Note: the

12

J:common/MUNISPRO/MANUAL/PROCEDUR/GENLDGR/JE.DOC



additional description will only show up for un-posted journal entries. Once the journal entry is
posted the addition description is no longer available.

When you have completed entering your journal entry click on the green check mark.

Click on the Output-Print button
Choose Current journal only

Print

Select printer and click OK.

| Munis App Center - TRAIN DATABASE Oct 2 2015 - krchesse - 10/09/2015 p— - DI Ik
General Journal Entry/Proof - Munis [TRAIN DATABASE Oct 2 2015] — =B8] X
@+t LB QEE +FX e ROEEE e e

Journal Information
CLERK: Kerry R Chesser

Effective date 10/05/2015  [1t¥4 Short description  AUD ONLY WO #

Fiscal year 2015 Journal reference 384 Task #

Period 10 ocT Journal type N Vendor

Journal 384 Budget year code 1

Source journal GEN Due to/Due from fund

Entity code 1 Reference 2 21CHESSER Transaction type

Auto reverse journal N Reference 3

Approval status Approved
Journal Lines
= B A Post Journal Confirmat... Ld_z-_J R i R R
Org Object oje Al e Description Refl Effective Date
1 10210100 520204 T No errors detected. 1 384 10/05/2015 D
2 10210100 526002 D) Post Journal? 384 10/05/2015  C
[ ]

Journal Totals
Debits 100.00
Credits 100.00

Updating journal(s). Please wait...

When the

entry.

Post Journal box appears
click on NO. Do not post the journal

Then close the journal entry screen.

13



Removing Lines within a Journal Entry

Open the General Journal Entry program

Munis Main Menu - FRAMKLIN COUNTY - tjshaffe - 08/28/2012
Favorites  Fimancials  Human Resources/Pavroll  General Revenues  Property Revenues  Other Applications  Departmental Functions
A, Genetal Ledger Menu i A&, Set UpfChart of Accounts  *
B. Budaet Pracessing ' B. Miscellaneous Set Up .
C. Purchasing ' C. Journal Enkry/History ¢ #. General Journal Entry/Proof
v .
D. Accounts Payable D End of Period + B. General Ledger Journal Approvals
E. Inventory Management ' E. Inguiries and Reports + . Journal Inquiry/Prink
G, Fixed Assets ' F. Project Accounting - D Account Detail Histary Report
H. Wark Ol’dEI’S_, Fleet and Facilities  + G, GL Warkflow Administration  * F frrannk Teial Ralanrs

Find the specific journal entry

Click Find and then key in your journal number

General Journal Entry/Proof - Munis [FRANKLIN COUNTY]

My File Edit
VX B RYx REGREERIS 0e %00

[Find a set of data recards (Ctri+F)}

Tools  Help

Effective date L] Short description WO #
Modify Lines
Fiscal year Journal reference Task #
Period Journal bype ‘endor
Summary Journal Budget year code

Source journal Due kofDue from fund

Release
Entity code Reference 2 Transaction type
Cukput-Post

Auto reverse journal Reference 3

Posted Find Approval status

pod
o
o
@

Journal Lines

General Journal Entry/Proof - Munis [FRAMKLIN COUNTY]

Journal 4812
Source journal
Entity code

Auto reverse journal

Journal Lines

o .

Budget year code
Due kto/Due From Fund
Reference 2
Reference 3

Approval status

My File Edit Tools Help
VX +BRB Y AE RDXROSAEERE2IT e 00
CLERK:
Effective date (k] Short description WD
Fiscal year 2012 Journal reference Task #
Period 03 alG Journal bype Yendor

Transaction type

08 o hrna



Once you find the journal, select modify lines.

General Journal Entry/Proof - Munis [FRANKELIN COUNTY]

My File Edit Tools Help

VX 'R AERDX RDADEEDIT Oa *Q

CLERE: 45CAMNADS
—————— Effective date ogfzafzole 1A Short description | 452074
Modify Lines
Fiscal year 2012 Journal reference
Add1 Detai [&ddfupdate the journal detail records (M3} | 3 aLG Journal bype M
Journal 4312 Budget vear code 1
Source journal GEM Due bofDue From Fund
Entity code 1 Reference 2
Oukpuk-Post
Auto reverse journal ] Reference 3
Posted Find Approval skakus Approved

Journal Lines

Line Crg Obiject Projeck Accounkt Descripkion




This will place your cursor within the ORG of the first line of the Journal Entry.

General Journal Entry/Proof - Munis [FRANKLIN COUNTY]
My File Edit Tools Help

v X 4 B@ #wiE DX REaE MEEI= G&a *

CLERK: 45CANADA
Effective date o8f2gfzo1z g Short description  45C0T
Add'l Detai

Fiscal year 2012 Journal reference
Period 0s Al Journal kvpe r
Journal 4812 Budget wear code 1
Source journal GEM Due ko/Due From Fund
Entity code 1 Reference 2
Auto reverse journal M Reference 3

Approwval skatus Approy

Journal Lines

Line Crg Object Project Account Descripkion
1 234SDEDI| E] 514400 COTa COMTRIBUTIONS
22023 101000 CASH**
310450600 514400 COTS COMTRIBUTIONS
4 1000 101000 CASH**
5 94450605 514400 COTA COMTRIBUTIONS
6 2094 101000 CASH**
710450600 514400 COTA COMTRIBUTIONS
g 1000 101000 CASH**
910450104 514400 COTA COMTRIBUTIONS
10 1000 101000 CASH**
11 10450100 514400 COTA COMTRIBUTIONS
12 1000 101000 CASH**

If that is the line you would like to delete, hit the red X in the ribbon above the journal’s header
information. If not, TAB to the line you would like deleted and select the red X.



General Journal Entry/Proof - Munis [FRANKLIN COUNTY]

My File Edit Tools

VX i BE

Add'| Detail

Help

AERDx R GREREIT @a *

[Delete the current data record [Chrl+Di )
CLERE: 45CAMADS

Effective date
Fiscal year
Period

Journal

Source journal
Entity code

Auto reverse journal

Journal Lines

Org Ohiject
23450601 514400
2023 [o- ] 101000
10450600 514400
1000 101000
34450605 514400

08/28/2012

2012

03

GEM

ALlG

4512

Project

Short description

Journal reference

Journal bype I

Budget vear code 1
Due to/Due From Fund
Reference 2

Reference 3

Approwval status

Account Description
COTA COMTRIBUTIONS
CASHH

COTA COMTRIBUTIONS
CASHH*

COTA COMTRIBUTIONS

Once you are finished select the green check mark to complete the update.

45C0TA

Approved

e o

WO R
Task #
Yerndor

Transar

Line C



RECURRING JOURNAL ENTRIES

From the Financials drop down menu choose:

A GENERAL LEDGER MENU

JOURNAL ENTRY/HISTORY MENU

L RECURRING JOURNAL ENTRY/GEN

Lt Munis App Center - TRAIN DATABASE Oct 2 2015 - krchesse - 10/09/2015 - - - i a ‘E@[

System  Favorites [ Financials | Human yroll  General Property R D I Functions

A. General Ledger Menu  » A. Set Up/Chart of Accounts »
B. Budget Processing & B. Miscellaneous Set Up » L a F
C. Purchasing > C. Journal Entry/History > A. General Journal Entry/Proof
D. Accounts Payable » D. End of Period | B. General Ledger Journal Approvals
G. Fixed Assets L E.Inquiries and Reports D C. Journal Inquiry/Print
K. Employee Expense r F. Project Accounting » D. Journal Analysis
L. Account Inquiry | G. GL Workflow Administration  » E. Account Detail History Report
M. Accounts Overview ] » F. Account Trial Balance
" G. Journal Reversal 'venue & Citizen Services
," H. Encumbrance Journal Entry/Proof U iEURE L ENR ERET.CL VT

K. Export Journals
L. Recurring Journal Entry/Generate
M. Post Summary Journals

N. Accounting Entries

0. Journal Import Templates

P. Journal Export Templates

>

(gl Q] x| G [ | :
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Click on the magnifying glass

In the field labeled Journal code type in a code pre-set by the Auditors office. Then hit the enter

key.

[} Munis App Center - TRAIN DATABASE Oct 22015 - krchesse - 10/09/2015 -
System  Favorites Financials  Human Resources/Payroll  Generai Revenues:  Property Revenues  Departmental Functions

{1 Recurring Journal Entry and Generate - Munis [TRAIN DATABASE Oct 2 2015]

My File Edit Tools Help
90 s+ LA QEE +FX RER DBEE oHN 080
Scheduled Run
Executetis report| [
Generate Journal Header
Journal code 45COTA Clerk 21SHAFFE
Source journal GEN |~ Allocated O
Journal reference 321 Org Il =
Short description T;!EAS B
Journal type N
Entity code 1|y
Auto reverse journal ]
Due To/Due From fund
Reset after gen L
Effective dates 04/23/2010 (134 o 04/23/2010 (14
Frequency
months 1[1 2[] 3] 4[] s e[] z[ s[] o0 0[] 11[] 122[]
weeks 1[1 2[] 3[] 4[] 5[]
ITR[EN Lot () (a]
Create proof general journal(s) from recurring jni(s).

o O SAEHEIEIEN

Click on Monthly
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[Z2) Munis App Center - TRAIN DATABASE Oct 22015 - krchesse - 10/09/2015.
System  Favorites  Financials

Human Resources/Payroll  Generai Revenues:  Property Revenues

Departmental Functions

Credit

- T =
D fecming ourmal QuickEnry W M Mo s W L S | 0 o=
My File Edit Tools Help
Q0O ¢+ h@dEQFE F+FX GER EEBOEE N w0600

Allocation

Desc  TREAS Code  45COTA Allocate Account

Period Balance .00 Amount to Allocate .00

Journal Lines

Project Account Org Object Proj Line Description D/C Amount

23450601 514400

W

2o O AEIEEIEF 0]

i

Click on the update button.

Enter the correct amounts for the journal entry.

Click on the green checkmark button

Click on Generate
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[ 2 Munis App Center - TRAIN DATABASE Oct 22015 - krchesse - 10/09/2015_ =

System  Favorites  Financials — Human Resources/Payroll - General Revenues  Property Revenues

Departmental Functions

[l Recurring Journal Entry and Generate - Munis [TRAIN DATABASE Oct 2 2015]

My File  Edit Tools Help

00 taBQER +FX e ER OBOD &N w0680

Scheduled Run
Executeth’sreportl B

| Lines
Due To/From

Generate Journal Header
D Gonemesoumott)
Monthly]

My File Edit Tools Help
| copy

00+ QEE +FX AR IEOR FEN 080

Posting Date
Year/period 2015 10

Ju == Effective date  10/09/2015 [1144]

Create proof journals from current recurring jnl.

OVR.

Internet Explorer

IIEIR N

o

Next Click on Gen Journal button
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h Munis App Center - TRAIN DATABASE Oct 2 2015 - krchesse - 10/09/2015

System Favorites

Financials  Human Resources/Payroll

General Revenues  Property Revenues  Departmental Functions

P
G Recurring Journal Entry and Generate - Munis [TRAIN DATABASE Oct 2 2015]

T e

My File Edit Tools Help
00 + LB QE@+FX CAER JACD N =000
- Scheduled Run
Lines | Execuheﬁ'lisreportl_ Zl

: Due To/From

| Generate | —Ilournalbeader

=
S ~ | [ Generate Journal(s) - - | _‘?_‘_@_.1_.53_ |
Monthly —
7 M File. Edit Tools Help
c ; = = S v
opy QO xR QERE +FX AR EEDD oEN w0 B
~ Posting Date
Deflte Year/period 2015 10
Gen Journals. Effective date 10/09/72017‘57‘!{?{7
: (1) Munis (glrecrje) =)

Gen Journal

1) 1journal(s) selected for creation.
.2/ Do you wish to continue?

T

OVR

\
Create proof general journal(s) from recurring jni(s).

OVR

EERNC | > [=][@]

1 -Gen-Jnl

Click on Yes to continue (if not correct, use the steps above to make changes)

Close the screen and exit the program.

The Journal entry has been created and will be reviewed and posted by the Auditor’s office.

Close the screens.
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