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Subsidiary Ledger Report

Click on the Financials menu and select:

A. General Ledger Menu

D.  End of Period

C.  Subsidiary Ledgers  
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Subsidiary Ledger Report

The screen should appear like below:
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Subsidiary Ledger Report

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

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

Org Enter the org number (i.e. 1321????

Object Enter the object code (i.e. 54*)

Project Enter the project code 

Click on the green check mark
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Subsidiary Ledger Report

Click on Report Options

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

Click on the green check 
mark when finished 
choosing options
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Subsidiary Ledger Report

Click on the File menu, then Output 
to send the report to the printer.  
You can also use the keyboard 
shortcut (Ctrl + P).

Click on Local Print and 
click OK

Click on OK
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General Ledger Account Inquiry

Click on the Financials menu and click:

A General Ledger Menu 

E Inquiries and Reports

A Account Inquiry 
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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???? 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. 

Enter

Click on the magnifying glass to 
find a data set. You can also use 
the keyboard shortcut (Ctrl + F).
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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 (Ref1 is 

vendor number, Ref2 is purchase order).

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

“Detail “shows detail 
transactions information

Enter the vendor number  for 
payments  only to a specific 
vendor.
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Detail of API entry (above) shows details such as PO Number, vendor, invoice number,

etc. of selected entry (below).

4



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

for the current account.

The History tab provides a four 
year history of the account
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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.
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Click on browse to browse the 
active data set

The filter button can be 
used to limit data sets 
returned
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•You can right click on columns if not needed

•You can also resize columns as needed

Click on the filter button and define 
the search limitations.  For example, 
this would return only data where 
the Revised Budget is greater than 0.

Click on the Excel icon to 
export the data to Excel
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Other Useful MUNIS Inquiries

The following instructions pertain to other MUNIS reports which can be useful 

for financial reporting.  These reports are as follows:

1. Invoice Inquiry

2. Vendor Inquiry

3. Check Inquiry

4. Purchase Order Inquiry
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Invoice Inquiry

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. 

Go to FINANCIALS on the tool bar and select:

D.  Accounts Payable

E.  Invoice Inquiry/Reports Menu 

A.  Vendor Invoice Lists
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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. 

Invoice Inquiry
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Vendor 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 * (*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.
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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.

Vendor Inquiry
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Check Inquiry

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

the left.

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.
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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.

Click on the Check Inquiry 
button



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.  

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 Clr & 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).  
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Purchase Order Inquiry

Go to FINANCIALS on the toolbar and select: 

C.  Purchasing

C.  PO Inquiry and Reports Menu

D.  Purchase Order Inquiry

You should get a screen like below.
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Purchase Order Inquiry

Click on select the Magnifying Glass button to search a list of purchases 

orders associated with this purchase order.
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Hit the green check mark when you have completed entering your 

information.

Purchase Order Inquiry

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.
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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.

Purchase Order Inquiry

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

purchase order.
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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.

Purchase Order Inquiry

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

listing for the one you are looking for.

13
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