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

B. Budget Processing C. Journal Entry/History

,
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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
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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.
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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)
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