Session 11D - MUNIS Navigation

Session Description:

Maybe you are new to MUNIS or you have used it for a few years. Want to see all the bells and
whistles? Let us take you on a guided tour of MUNIS. We’ll look at menu setup options and toolbars,
discover action keys and spool files, and navigate through applications along the way.
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Login and General Overview

Logging into the RS6000 server allows you access to this server and identifies your user id to the
MUNIS application. After entering the login and pressing Enter or clicking OK a black
background window appears prompting for the password.
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e |f the window above does not appear but instead you are prompted for a password in a
window similar to the small “Start an Application” window, you have incorrect client
settings. This can cause a problem when your password expires. To establish the
correct settings follow the link
http://www.education.ky.gov/KDE/Administrative+Resources/Technology/Financial+
Management+System/User+Guides/MUNIS+and+System+Administration/MUNIS+S
ystem+Administration.htm and select the document Installing and Troubleshooting the
MUNIS Client. Follow the instructions in Manually Adjusting Client Settings starting
on page 9 to resolve this issue.

A Word About Passwords:

Your password is a very important piece of information and one that should be kept secret and not
easily decrypted. Using the same password or slight variations means if someone figures out one
password they could likely access your accounts on other sites.

So how do you create unique passwords and at the same time remember then without writing them
down or keeping them in an electronic file that could be compromised? Use a free software
application! One such free application is Password Safe. This application requires you to establish and
remember one password to gain access to the application which then provides access to all of your
passwords. The application and password file database use a very high level of encryption to secure
your passwords. Here is an example of categories and entries in the application.


http://www.education.ky.gov/KDE/Administrative+Resources/Technology/Financial+Management+System/User+Guides/MUNIS+and+System+Administration/MUNIS+System+Administration.htm
http://www.education.ky.gov/KDE/Administrative+Resources/Technology/Financial+Management+System/User+Guides/MUNIS+and+System+Administration/MUNIS+System+Administration.htm
http://www.education.ky.gov/KDE/Administrative+Resources/Technology/Financial+Management+System/User+Guides/MUNIS+and+System+Administration/MUNIS+System+Administration.htm
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The PWSafe application provides password generate capabilities to create unique passwords with
mixed case letters and numbers. It even allows you to double click on an entry to save the password to
the clipboard then paste it into the password field. I have several passwords I don’t know or ever have
to know because | just copy and paste them into the application.

Menu Styles: MUNIS provides three different menu styles to choose from.

Tree is shown in the screen shot above. The menus and program names are in a column on the left
side of the screen. By clicking on the plus signs or the menu names, it opens up other “branches”,
hence the name “Tree”. The Tree menu is most popular with MUNIS users.

Pull down menu is also popular because it was an option in our 2003 release of MUNIS. The menus
drop from a toolbar the top of the screen, instead of being permanently on the left column.
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TIP: You can easily change your personal preferences by selecting Dept, Menu Personal Preferences.
NOTE: You will need to exit out of MUNIS completely and log back in to see your menu changes
take effect.

Focusing on the left column of the MUNIS Application Main Menu, we see there are several MUNIS
options available. Depending on your individual permissions, you may not see all of them. Here isa
list for MUNIS Version 6 of what you may (or may not) see:

(M] MUNIS App Center v6.00

MUMIS Application Menu
Suztemn

Favorites
Financials
Payroll/Perzonnel
General Revenues
Property Revenues
Otker

Dept

Admin

Humanh Resources
Help
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The menus are broken up first by broad category of the products that MUNIS offers. For instance, if
you are looking for the Fixed Asset menus, they would first fall under “Financials”.

Notice the plus sign to the left of the names. The plus sign indicates additional menu options are
available within this menu. To see the additional items, single click on the plus sign to the left of the
menu name or double click the name itself. Either way will show you the menus below.

When looking at a menu screen:

- Ifaplus or minus sign appears to the left of the name, it isa MUNIS Menu.

- If no plus or minus sign appears it is a MUNIS Program.
The example below shows Financials, Purchasing, Purchase Order Processing Menu as all type
Menus. However Requisition Entry is a Program, because there is not a plus or minus sign to the left.
In order to access a program, you must double-click it.

sl = R ] ] [§
= Financialz
+- A General Ledger
+-B. Budget
=I-C. Purchasing
+- A, Augiliarye Programs
=I-B. Purchase Order Processing Menu
A, Reguizition Entry

]

Menu Navigation:
You can navigate menus using your keyboard:

0 Moves up one menu item

! Moves down one menu item
— or + Expands the menu options
«—or- Collapses the menu

Letter moves to the next menu/program with this letter



General Navigation

Auxi Iiary Menus: Depending on your permissions, you may have access to auxiliary
programs. Any time you see the word, “auxiliary”, think “codes” or “setup”. MUNIS uses a variety
of codes to assure data is entered correctly, and these codes initially have to be added in auxiliary
menus. Also in auxiliary menus, you may need to initially setup the MUNIS parameters for the
system to conform to your site’s unique processing. Each MUNIS module (product) will have its own
set of auxiliary programs that you may need to access to change the settings or add/delete codes.

For example, there are auxiliary programs found in Purchasing:

= C. Purchazing
& Auxiiary Programs

And Accounts Payable:

=D Accountz Papable
A, Aumiiary Programs

And Accounts Receivable:

=I-B. Accounts Recelvable
A Amiliary Programs

And many other MUNIS modules.

Inquiries & Reports Menus: There are also menus that contain nothing but inquiry (can’t
update or enter any data) and/or common reports found in many different areas. For instance if you
want to run reports that are based on the General Ledger chart of accounts, you can find them under
Financials, General Ledger, Inquiries & Reports menu. If you want to find reports for Utility Billing,
you will find them under Property Revenues, Utility Billing, Inquiries & Reports Menu.

FM Menus: There are also programs that end with “F/M” or “FM” or “File Maintenance” or
“Maintenance”. These are all considered Master screens where you enter data that is more permanent,
such as codes, customer records, GL accounts, physical property locations, vehicles, and other various
records that you may use, add to, or update over and over.

For General Navigation of MUNIS, we’ll use a common program — Customer F/M. This is the
central name and address program where all citizens (taxpayers, utility billing owners, etc...) are
stored and maintained. It is a great program to get acquainted with MUNIS toolbar navigation.

You will find Customer F/M in multiple menus since the customer file is shared among several
modules and potentially users from different departments. If they don’t have access to, say, the



General Billing Billing menus...they may have access to the Accounts Receivable menus and will be
able to access the Customer F/M program there.

Here is a screen print of Customer F/M found in General Revenues, Accounts Receivable, Auxiliary
Programs, Customer F/M:

There are 7 areas to MUNIS program screens:

MUNIS Drop-down menus (defined below)

MUNIS Toolbar (defined below)

Side Bar Buttons — these buttons change according to which MUNIS program is active.
Work Area — this area changes according to which MUNIS program is active.
Embedded Screens Buttons — Not in all programs. These change as well.

Record Navigation Bar (defined below)

Tabs (not shown, but defined below)
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MUNIS Drop-down Menus and the MUNIS Toolbar:

The “My” Menu on the Drop-Down Menus allows you to perform the following 3 actions:

e Favorites — Allows you to select your existing “favorite” MUNIS programs.

e Reports — takes you to the MUNIS “Spool File Maintenance” program to view your saved reports.
e Menu Preferences — allows you to change your menu preference (Tree, Pop-Tree, Pull Down)

Under the “File”, “Edit”, and “Tools” drop down menus, you will find the exact same action buttons
as on the MUNIS Toolbar. Once you enter a program, you will need to select an “action”, whether
you want to find existing records, add new records, update existing records, delete existing records,
etc...

Here are the Icons and their definition, along with the keyboard “shortcut” if you don’t want to use
your mouse to click them:



Icon Definition Keyboard Icon Definition Keyboard Shortcut
Shortcut
W OK/Accept Enter/Return & Display
X Cancel Esc = Output/Print Ctrl-P
J‘E Cut Ctrl-X Save/Spool to a File Ctrl-S
Copy Ctrl-C Export to Word n/a
Paste Ctrl-v Export to Excel n/a
Query Ctrl-Q Attachments n/a
S| Wizard 0
Find Ctrl-F MapL.ink n/a
¢ @
= Browse Ctrl-B o] Tyler CM n/a
Add Ctrl-A Al Add to Favorites n/a
Dv Update Ctrl-U @ MUNIS Help F1
b Delete Ctrl-D

Only the icons in focus (not gray) are available. As you use different actions, the other buttons
become active and available. Upon entering a new program, you may find the following options
available:

ERUXR_REE W@

Above, the first 6 icons or “action” buttons are not available because they are “grayed out”.

Help. There are 2 options under Help in the Drop-down menu:
o MUNIS Help — use this to get help on the active program or field that your cursor is in.
e About MUNIS — Some technical information helpful to the MUNIS support department.

TIP: You can right-click anywhere on the screen to get a listing of action buttons and the buttons in
the left side bar!

Key and Required Fields: When you open any program in MUNIS, any Key fields are
highlighted with a light blue background. Any Required fields have a bold label. In Customer F/M,
you can see that the only Key field is (Customer) Number. The required fields are Number, Name,
and City/State. Depending on what program you have open, there may be more or less Key and/or
Required fields.
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Key Fields. These fields make the record unique in MUNIS. If there is more than one key field, that
means it takes a combination of those fields to make a unique record in MUNIS. You cannot change
key fields once the record is created. If there is a mistake, you need to delete the incorrect record, and
add it correctly. Every Key field is also a required field. These are also considered “Indexed” fields.

Required Fields. Required fields are the fields, at a minimum, needed to successfully add a record.
If you try to bypass the field without filling it in, the system will prompt and require you to complete
the field before the record can be saved. So, to add a new Customer into the Customer F/M program,
you NEED to enter a Number, Name, and City/State to successfully add a new record.

Action Buttons:

Find: The “Find” button allows you to view existing records in the database. You can do a wide-
open find, to find all records, or you can narrow your find by entering criteria to filter the data you
wish to see.

Using Customer F/M, click the find icon then click the OK icon v , to retrieve ALL records in
the table. Use caution in finding all records especially in tables containing tens of thousands of
records. Doing this could take several minutes or more to retrieve all the records and you may not
wish to retrieve all of them anyway.

To narrow your search, click the find icon , and enter some criteria in the available fields. The
available fields will be white. Use your mouse or tab key to go to specific fields. In this example, I
want to find all customers who live in the state of Maine (ME). Notice in the “State” field, I put in
ME.

v X

Once you click OK
criteria you entered.

(or press Enter/Return on the keyboard), it will find the records that match the



TIP: Narrowing your search by placing criteria in Key or Required fields retrieves the records more
quickly.

The number of records retrieved is displayed in the lower, middle of the screen in the Record

Navigation area. In this example, it retrieved 3 records and is currently displaying the first of the 3
records.

[WJ[¢] 1 og s

Record Navigation Bar: The 6 buttons on the Record Navigation Bar are:

M Goto the First Record Ctrlt+—
m Go to the Previous Record Ctrl+1
[T Go to the Next Record Ctrl+|
m Go to the Last Record Ctrl+—

4 Find
§ Browse

Find Criteria: Use a “Wildcard” character to find data matching a portion of the find criteria. For
example, to find all customers whose last name begins with the letter “B”, you would place a “B” in
the name field followed by the asterisk wildcard character *. IN doing this, you are asking the system
to find names that begin with “B” and may have anything else that follows the “B”. Remember that
MUNIS is case-sensitive, so if you put in a lower case “b”, it may not find any records.
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In this example, it found 10 records. Notice the Names all start with a “B”:

e pum guue oo
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BANK OF AMERICA B AVENLUE OF AMERICAS HEW YORK L

o BAMYA KENNETH 21 BAY ANVE HLUINIS vl
o) BEAUPRE, GEORGE L 4 PEARL AVE MUNIS e
7] BENFEY. JANE 3 TIFFAMY LN HLUNIS AL
121 BIRDK, HEIDI FALMDUTH [
108 BISOL, MICHAEL 4 COVEMTRY Rily FeamDuTH A
54 BREEM. THOMAS ) 14 BEACH AVE MLINIS L&
BRKICH, AMBER 15 BAY AVE MUNIS M

24 BURLINGTOM PLUMBING & HEATNG INC 411 WHIFFLE Rilx MUINIS VT
BURNS, RAMDELL W 4 MEADDW AVE HLINIS A

You can also put in multiple criteria, such as Names that start with B, and the State is AZ. In the
above example, it would find 3 records.

To find all records that contain the word, “BANK?”, put an asterisk on both ends of the word you want
to find. For instance, * BANK* would find “BANK OF AMERICA” and also “15T NATIONAL
BANK”



Other symbols that you can use to find records are:

Greater Than >

Greater Than or Equal To >=

Less Than <

Less Than or Equal To <=

Not Equal To <>or!=

Range :or.. (Arange fromJan 1 toJan 31 would be 1/1/06:1/31/06)

Or | (thisis called the pipe symbol, located above the Enter key. For example, if you want to find
either ME or MA, use ME|MA)

The Greater Than and Less Than symbols are great for use in date fields when you are trying to find
records before or after a certain date. For example, if you want to find all records that have been
added to Customer F/M on or since January 1%, 2005, you would find on the date field for Greater
Than or Equal To 1/1/2005. That would look like this:

Humber
Comaled by thi on | »=11./2005 a

Query Wizard (Advanced Find): This optional tool guides a user in defining search criteria to find
selected records. This tool is very useful for combining multiple search criteria on Dropdown fields in
MUNIS or when you need help in formatting complex search criteria.

For example, to find all requisitions entered on 7/4/2005 and 7/5/2005 (two days), open Requisition
Entry.

Using the typical Find tool, I would do this by clicking the Find icon !ﬁ go to the “Entered” field,
then put in the 2 dates, separated by a pipe symbol, like this 7/4/2005|7/5/2005.

To do this using the Query Wizard, after clicking Find ﬁ click the Query Wizard icon 5| (It will
only become available after you click the Find icon). Put your cursor beside the “Entered” field, in the
Expression column. Once your cursor is in that field, click the Format Button:

Fkds | [uopdown Actotert | EcilAststert | Datnmistnt | Load | Heo

Field Tyoe Exprasron [arter vales: hesel L
Drepasiment Edt
Siabut E@
Fiscal Vear Ede
Fiocal Code R buttons.
Haeded by Dsie
Foequanbion Numbe: Edé
b Erbeed Date
By Edt
Garmial Commodly Ed
Genaial descaiption Ede
Sugpested Vende  Ede
Werdor Addness Edi »

“Viow e typoe dinwetly ot e baghighind bk o chchFoemat b use the Assstant tab mitead
ok on the Load tab 1o run 8 pravicusly taved quiey

[ Foma | [F Emcte_| 5o | [ cancdl

Depending on what type of field (Dropdown, Edit, or Date), your cursor takes you to the
corresponding tab (Dropdown Assistant Tab, Edit Assistant Tab, or Date Assistant Tab). By choosing
a Date field (“Entered”), it takes me to the Date Assistant Tab. To put the 2 dates in a list, | would
enter the 2 dates on 2 lines, like this:

10



O] Query Wizard: Requisition Entry

Fields | Dropdown Assistant | Edit Assistant | Date Assistant | Load | Help

Choose list of dates

7/4/2005
7/5/2005

|

Then, click the Back button. It shows how the correct formatting would look for that field:

@ Query Wizard: Requisition Entry Q@gl

Fields | Dropdown Assistant | EditAssistant | Date Assistant | Load | Help

Select field

Field Type Expression (enter walues here]
Department Edit

Status Edit

Fiscal Year Edit

Fize:al Code Radio buttons
Needed by Date
Requisition Mumber | Edit

Entered Date

By Edit

General Commodity | Edit

-

General description | Edit
Suggested Vendor | Edit
Wendor Address Edit o

‘You can type directly inta the highlighted field or clickFormat to use the Assistant tab instead.
Click on the Load tab to mn a previously saved query.
Click on Execute to run the query now or click Save to reuse it in the future,

Bk [pfFomat | EEETNIFE [ cancel ]

The Query Wizard essentially reproduces the same search as putting in the 2 dates, separated with a
pipe symbol.

If | wanted to put in a range of criteria (from a certain starting point to a certain ending point), | could
have clicked the “Switch Format Mode” button which would take the cursor to the bottom part of the
screen, where I can put in a “range”. In this example, I am trying to find the department codes from
100 to 135 and anything in between. NOTE: Not all fields allow a range entry in Query Wizard, so
the “Switch Format Mode” button may not be available.

11 Switch Format Mode
Enter range of values
100 Lo Yalue
139 High Value

To set a RANGE, you can select just a lowe value, just a high value or bath,
Click on Switch to create a LIST expression instead
Click on Format to finish the RAMGE expression or clock on Back to discard these values.

A powerful feature of the Query Wizard is the ability to Save the Query for later use. This is
especially beneficial for occasionally used complex queries or for use by novice uses.

For example, | want to find all requisitions that are still status 2 (Created), for the Finance Department
(code 135), and were entered in December, 2005 (from Dec 1 to Dec 31). If | save the Query, | would
only need to change the dates to run it once a month. Enter the search criteria using the Query Wizard,
and then click the Save Button:
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[®] Query Wizard: Requisition Entry [E=1[ES|

Fields | Diopdown Assistant || Edtssistant | Date Assistart | Load | Help
Select field
Field Type Expression [enter vakues here] -~
Depattment Edit 135
Status Edit 2
Fiscal Year Edit
Fiscal Code Riadio butiors
Needed by Date 3
Fieaquisition Hurber | Edit
b Entered Date 12/1/200512/31/2005
8y Edit
General Commodiy | Edit
Gieneral deseripion | Edit
Suggested Vendor | Edit
Vendor Address | Edit A
“You can type directly into the highiohted field or eickFormat 1o use the Assistant tab instead
Click on the Load tab to run a previously saved auery:
Ciick on Evecute to tun the query now or dick Save o teuse it in the future.
Back  |[RfFomat | [FErenie |[idsave | Caneel |

Give the Query a meaningful name so you will remember what it does, then click OK:

[#] save Query FE®

Desciiption |F\nanca Diept Entered Regs by Month

ake this query available to all users

Field Type E=pression

Department Edit 135

Statuz Edit 2

Entered Date 12/1/2008:12/31/2008

To run the query again, go into Query Wizard and select the “Load” tab. You will see your saved
Queries there. You can either Execute the query, or click the “Load Query” button if you wish to
make changes to the query (like changing the dates each month) before running it.

@ Query Wizard: Requisition Entry

Fields Dropdown Assistant Edit Assistant Date Assistant ‘ Load ‘Help

Chooze query to load

le Load Query ] [x Delete Query

Highlight the query ta load. Click on Execute [at the bottom] to rur it now.
Click on Load to load it but allow further edits befare executing.
Click on Delete to remove it from the list.

herons FE

Browse: After finding records, you can click the Browse icon == to show the records in a list. You
can sort the list in either ascending or descending order on any column that displays. Right-clicking



anywhere in the column heading allows you to add or delete columns. If you have made any changes,
click OK and MUNIS will remember your preferences for these columns next time you browse data in
this program.

@ CUSTOMER FILE MAINTENANCE
File Edit Toolz Help

X | R AR X ReEEE Sa v @

Mumber Mame Addiess City State
114 AMANDA'S BEAUTY SALON FALMOUTH

115 DIMNG HO CHINESE RESTALRANT 7 BaY AVE HE FALMOUTH ME
118 SYLVAN LEARMING CENTER 17-Z3EASTERN AVE FALMOUTH ME

e The total number of records displays in the lower right of the screen including your current record.

e To navigate through the records, use your arrow keys on your keyboard, or just click with your
mouse. The record you are on will be highlighted in blue.

e Use the scroll bar on the right to view records that extend beyond the end of the screen.

e To select a record, double-click with your mouse, or while on the record you want, either press the

OK button v or hit Enter/Return on the keyboard.

You can go to individual records that are in your Browse screen list, by pressing the find button 4
in the lower left corner. Your cursor highlights the record you want to find.

Search / Filter Record

@@ Go|[«4|[p 23 of 123

While in the Browse screen you can further “filter” your data. Click the Filter button in the lower left

corner of the screen [ﬁ and enter more filter criteria without returning to the main screen to find the
records again.

Another great feature of this browse screen is the ability to export all selected records to Microsoft

Excel by clicking the Excel Icon
feature.

Add (Ctrl-A): Use this icon to add a new record into the program. Remember to enter
information into the Key and the Required fields at a minimum. Use the tab key and the shift-tab key
to navigate from field to field. Don’t use your mouse!

L Update (Ctrl-U): Use this icon to change an existing record. Use the tab key and the shift-tab
key to navigate from field to field.

. You must have Microsoft Excel on your PC in order to use this

Delete (Ctrl-D): The system prompts you verifying your desire to delete the record. This option
only deletes one record at a time — it won’t delete all the records in your “find set”.
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Output options
Output is a general term for viewing, printing, or saving the records you want to see. It could be a list

of records, or it could be a report.
e Print to the screen (Display) &
e Print to the screen (Display) as a PDF (Adobe Acrobat) Presentation Quality Report! You

have all the functionality of any Adobe PDF document (save, email, print, page, etc...) From
here, you can print it to any network print (including your local printer).

e Print to your default printer = . Your default printer is defined in the System Parameters. The
printout will look like the plain text display.

e Save/Spool your list or report — . This will save the list/report as a file to view or print later.

e Orclick File / Output to select other printers or to see all the above and more output options.

as Plain Text. Useful before printing.

Tip: When choosing the File / Output option, you are able to select different printers — both network
(shared) printers and your local printer connected to your PC! This behaves similar to Microsoft
Office products where the printer icon is your default only, but if you select File / Print, you can select
a different printer.

Favorites Menu

Favorites are programs that you use frequently and want to have easy access to them. Rather than find
them in the MUNIS menus every time you want to use them, you can store them for quick-access in
the “Favorites” menu.

To use favorites you must first add one or more programs as a favorite.

To add a favorite open any program and click the Add to Favorites icon % . Itis located on the
MUNIS toolbar. Here is the Customer F/M example:

[®] Customer File Maintenance - MUNIS [TYLER TOWN - 2006 Train] =13
My File Edit Tools Help

v tERRE g aE R R MEI S o 0

Humber +1 Last changed by

Created by thru on at
Histany

NOTE: You must restart MUNIS to see the programs added to your favorites menu.
After adding favorites, there are 2 ways to access them in MUNIS:
e You can access them via the Menu Tree under “Favorites”
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[M] MUNIS App Center v6.00 - TYL

MIUMIS Application Menu
System
=) Favorites

Organize Favortes
A, Customer FAM

e Or, you can use the “My” Menu on any program.

101 Class Guide. doc - Microsoft Word

[M] Customer File Maintenance - MUNIS [
B8 File Edit Toolz Help

= e L . .
gy Favonites Organize Favaortes
Repartz

tenu Preferences A. Lustomer F/M

umber
[ UsmDa | Crestedby [ ]

Organizing Favorites

Clicking on the “Organize Favorites” option allows you to delete the favorite (it will not delete the
MUNIS program entirely, it will just remove it from your favorites menu). For example, lets say you
have 3 items in your favorites, and you want to move the one in the middle of your list, because you
don’t use that program very often.

Double Click “Organize Favorites”. It brings up the following screen:

Mo rganize Favorites |:| |§| [z|

Option Description

3 Customer F/M
B G/L Accaount Inquiry
C Fequisition Entry

Optians
[ Ok ] [ Delete ] Clean Up

Highlight the program you want to delete by single clicking it. Press the “Delete” Button.
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@ Organize Favorites

Option
iy

Diescription
Customner F /M

Requisition Entry

Options
[ ok ” Delete ][ Clean Up ]

Now click the “Clean Up” button. This will reorganize the A, B, C order in your favorites menu. It
will automatically change the letters.

O] Organize Favorites

9=

Option Description
A Customer F /A
Requisition E nty

Optionz
[ akK ][ Delete ][ Clean Up ]

When done, click OK or click the Red “X” in the upper right corner. You will see the changes
instantly.

Spool File Maintenance

The last form of output is to Spool the output/report. Spooling a report saves it as a file on your

server. Once “spooled”, you can view or print the report at any time, and as many times as you need.

-
After defining your report or selecting output records, click the Spool Icon . The bottom of the
screen alerts you that a spool file has been created and provides the spool file name as well as how
many pages the file/report is. The name is system-generated but change be changed.

I The spoal file ‘arcetmnt. 003" has been created -- 1 page(z).

Viewing and/or printing spool files: The spool file maintenance program allows you to view or print
spooled files. This program can be opened 3 ways:
e From the menu: Admin, Printer/Device Control, Spool FM
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Oither
Dept
[=)- Adrnin
&, General Adrin
B. Security
= C. Printer/Device Cantral
A, Spool F/M

B. Printer Definition F/M
. Clerk/Printer F/M

[ Device F/

E. Faormz Definition F/bd

F Ceraan Farea | lnAdaka S drain

e From the menu: Dept menu. This could be saved as a Favorite to make it easier!
Other
= Dept
[ﬂ,f-\. G/ Accaount Inguiry
B.%TD Budget Report
C. Wendor Inguing /R eports:
D Purchase Order Inquiry
E. Emplopee Inguing
F. Mext Year Budget Entry
3. Requisition Entry
H. Budget Transfers and Amendments
|. Requisition Approvals
J. Commodity Code F/M
K. PO Receiving File Maintenance
L. Position Contral FAM
k. Time and Atterndance Entry
M. Payroll Exceptions F ./
0. Payroll Yendar F/d
F. Bill Inguiry
(. Spoal F/M
R. Menu Perzonal Preferences
S. MUMIS Mezzenger [Log In Version]
Admin

L B m

e From the “My” menu option from any open MUNIS program. Choose Reports. NOTE: This
option only allows you to view/print your own spool files.

E‘] Customer File Mai

Menu Preferences

If you access Spool F/M via “My” Menu, a listing of your spooled files is presented. If you access
Spool F/M via the Admin or Dept menu, you must find the spool file(s) before you can view or print

them. To do this, press the Find Button

Depending on permissions, you may only be able to find/view your spool files. This is a benefit as it
presents only your files and not all files generated by everyone using MUNIS. Only full permissions
allows access to the “User ID” column. If you don’t have permissions to view other users’ spool files,
you won'’t be able to access the “User ID” field when in Find mode.
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Spool File Naming Convention
MUNIS uses 2 file naming conventions depending upon the version of MUNIS used to create the

report.

MUNIS V6 & prior MUNIS V7 & later
poinqury.001 poinqury0001.txt
glytdbud.259 glytdbud0259.txt
prempmst.049 prempmst0049.txt

In both versions the first 8 characters of the filename typically mimics the name of the program that
generated the file. In V6 and prior the name is followed by a period then a 3 digit sequence number
for the report. In V7 and later, a 4 digit sequence number follows the name and the report has a “.txt”
extension. The new version allows up to 10,000 unique copies of a report from the same program.
The new version also easily allows the report to be opened with Notepad or other applications that
recognize the “.txt” extension.

The list is returned alphabetically by the User ID, then the Spool Name. However, you can sort the
columns. In this example, I sorted by the Date column:

MOTE: You can algo highlight a file and double-clhick or press <ENTER? to preview.

User [D Spool Mame Fieport Title [iate Time Pages

ubbproof. 001 U/B CHARGE PROOF/REGISTER 0E/14/2006 5
jlaunce ubnevhil 001 BILL PRINT/STATEMENT 0E/14/2006 1521 8
jlaunce ubgervar. 001 GEMERATE 4/R JOURNAL ENTRIES 0E/14/2006 1513 2
ffaunce arcshrct. 001 PAYMENTS PROOF 061572006 110 3
jfaunce arcshrct 003 PAYMENTS PROOF 0641572006 11:08 3
jfaunce arcshrct. 002 PAYMENTS PROOF 0641572006 11:08 3
jfaunce prempimp. 001 EMPLOYEE IMPORT 06/22/2006 14:51 2
ffaunce ubchgmnt. 007 CHARGE ERROR LIST 0B/22/2008 1369 1
mLniE prempimnp.004 EMPLOYEE IMPORT OB/22/2008 1513 2

After selecting a list of spool files you have several options:

Display the report: Just double click anywhere on the line. Or, Click the Display Icon after
highlighting the report you wish to see. You are prompted to display as plain text or as a PDF, just
like anywhere else in MUNIS. You now have the exact same capabilities as the reports to page
through the report. You can also click the button, “Display Files” on the left column:

The Display Files option, allows you to elect to display only a few pages of the report, or even just a
few lines of the report (see next option for a more detailed description).

Print the report: Highlight the report you wish to print by single-clicking on it. Then, press either

the printer icon = to print the entire report to your default printer, or select Print Files button from
the left column. If you select this option, you will get the following pop-up:
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@ Print Options E

Chooze an optional filter

() Use page ranges

() Use ling ranges

[ oK ][ Cancel ]

No filter means you would like to print the entire report (all the pages).

e Use page ranges means you would only like to print some of the pages (the first few, some
pages in the middle, or the last few).

e Use line ranges means you would like to print only certain lines within the report.

No filter: If choosing No filter, when you click OK, you get the following screen:

@Sponl File Maintenance - MUNIS [TYLER TOWN - 2006 Train] g@l@\

My Fie Edi Iook Help

VX iRBURACERUXREEIEE) Sw 0

Select Al - PRINT MODE

Please select fles to pint including number of copies. printer. and landscape mode.
You may use 'Select Al to select ol of the spooled files.

% Cpy  Printer Name Lnd | UserID Spool Hame Repart Title Date ~
O 1hptt00s O ddaigk apirvvent 001 INVOICE ENTRY PRODF LIST 06/26/2008
O  1hptt00s O ddaigk apinvent 002 INVOICE ENTRY PRODF LIST 06/26/2008
» 1 hpa100ks O cdaigke apivent 003 INVOICE ENTRY PRODF LIST 06/26/2006
O 1hed100s [ ddaigke picalsal. 001 PJ CALCULATE-POST SALARIES 06/29/2006
O 1hed100s [ cdaigk preoning. 001 IMPLEMENT NEW CONTRACT 06/29/2006
O 1kp4i00s [ ddaige proonine. 002 IMPLEMENT NEW CONTRACT 063072006
O 1kp4i00s [ jfaunce acshict 001 PAYMENTS PROOF 06./15/2006
O 1kp4t00s O jfaunce acshict. 002 PAYMENTS PROOF 06/15/2008
O  1hptt00s O ffaunce aroshict.003 PAYMENTS FROOF 06/15/2008
O  1hptt00s O ffaunce arpstpmt.001 POSTED PAYMENTS REFORT 05/17/2008
O 1hpt100s O ffaunce apstpmt.002 POSTED PAYMENTS REFORT 05/17/2008
O 1hed100s [ ffaunce arpstpmt.003 POSTED PAYMENTS REPORT 05/18/2008
O 1hed100s [ ffaunce arpstpmt.004 POSTED PAYMENTS REPORT 05/18/2008
O 1kp4i00s [ jfaunce apstprrt. 005 POSTED PAYMENTS REPORT 05/18/2006
O 1kp4i00s [ jfaunce apstprt. 006 POSTED PAYMENTS REPORT 05/18/2006
O 1kp4t00s O jfaunce apstprrt. 007 POSTED PAYMENTS REPORT 05/26/2008
O  1hptt00s O ffaunce arpstpmt.008 POSTED PAYMENTS REFORT 05/26/2008
O  1hptt00s O ffaunce blgenarb. 001 BUSINESS LICENSE PRODF 06/23/2008
O 1hpt100s O ffaunce blicpit. 001 BUSINESS LICENSES 06/23/2006
O 1hed100s [ ifaunce prempimp. 001 EMPLOYEE IMPORT 06/22/2008
O 1hed100s [ ifaunce prempimp002  EMPLOYEE IMPORT 06/22/2008
O 1kp4i00s [ jfaunce prempimp 003 EMPLOYEE IMPORT 06/22/2006
O 1kp4i00s [ jfaunce ubbprast 001 U/B CHARGE PROOF/REGISTER 06.14/2006
O  1kps100s O jfaunce ubchgmnt001 | CHARGE ERROR LIST 06/22/2008
< sl¥
Check to select this spool e -

This screen allows you to select multiple spool files (reports) to print. Notice the “Select All”
button in the left column. Whatever spool files you would like to print will need to be
checked off in the left column under the “X”. For example, if I would like to print the first 2
spool files in the list, I would check off only those 2:



Select Al - PRINT MODE -

Flease select files ta print including number of copies, printer, and lz
Yiou may uze "Select Al to zelect all of the spocled files.

¥ Cpy  Printer Mame Lnd | UserlD
1 hpd 100k [ ddaigle
B 1 hpa100ks [ ddaiale
O 1 hpd100k: [] |ddaigle
| 1 hpd 1001 [] ddaigle
r 4 R mr [

Also, you can select the number of copies of the spool file you would like to print by changing the
default, 1, to any other number under the “Cpy” column.

Then, select a Printer from the list (hp4100Is in this example). You can change it by clicking in the
printer column for the record you want to change, then selecting a different printer from a list. This
gives you the option of printing multiple reports to different printers at the same time!

Select Al -- FRINT MODE --

Pleaze zelect files ta print including number of copie
You may use Select All' to select all of the spooled

= Cpy | Prnter Hame Lnd
b 1 hp4100pr| LJ O
1 hpd1 001z ]
I 1 hpd1 001z F

—— =1

Finally, there is an option to print in Landscape mode (the Lnd) field. This option is only used with
older printers that don’t recognize the print commands and should be left unchecked.

After selecting report(s) to print, and designating a printer, click OK v .

Use page ranges: You will get the same options as above, plus access to 2 other fields: Start and
End. Notice on the 2™ line down, I have put in a start page of 4 and end page of 4. That means, it will
only print the last page for the 4-page report.

W Cpy PorterMama  Siad Erst Liesas I el W rea Report Titla [hstn Tirven
= 1 hpdipe 1 L il O IMYOICE EMTRY PROOF LIST /006 (350

b E Y ket 4 [ cdeigle DIE INVOICE EMTRY PROOF LIST 006 1552
= 1 bt Ok T ToE DOF IMYOICE EMTRY PROOF LIST [0 S 1 T (1]

| o § T T I A il i e o THHY B m&L M E ATE BNET CAl ARIFS i F= AT 1973

Use line ranges: Although rarely used, this function allows you to print only a selection of lines from
areport. There is a Start and End, just like the pages, however you would put in only the lines you
want to see.

Display PDF Files (or Text as PDF in V7.X): Selecting this option allows you to view any spooled
report using the Adobe PDF Reader. This provides a presentation quality view of the report and also
provides the capability of:

- Saving the file to your local workstation or windows server

20

Page:

- o e —=



- Emailing the report to one or a group of individuals

Help Options

MUNIS Help is context-sensitive, meaning it provides help based upon where you are in the MUNIS

application. There are several ways to access the context-sensitive help from within MUNIS.
e Product-Level Help (Context-sensitive help is available for all MUNIS modules)*

Screen-Level Help*

Field-Level Help*

New Help Format

On Screen Field Help (ToolTip or Status Bar)

Contact Technical Support

*A high-speed internet connection is best for these help options.

Product-Level Help (Context-sensitive): Updated help is included with every new MUNIS release.

Help is accessible by clicking the Help menu and then MUNIS Manuals from the main MUNIS
menu:

+

Dept
Admin
Human Resources
Help
A LIMIS M anuals
£ Support Email
Ahout MUMIS

+

+

This type of help is available for every MUNIS module. Upon clicking the module name, you are
directed to a Web site. The Release Notes on this site show all the latest features in your release.

Here’s a sampling from the Accounts Payable help, and the Purge Vendors Program:

2} Accounts Payable - Microsoft Internet Explorer, provided by MUNIS (Please Surf Responsibly)

File Edi Wiew Favortes Tools Help o
Q Back - () ﬂ \ELI W) ) search ¢ Favertes ) -l M - ﬁ 3
Address ] http: /fhelp.munis.com/200501 {ap} v E)Go Lnks ¥ @ snag [
Contents | Search | Glassay | *
Hide
(File Layouts b
@ Import File Farmats
@ Output File Formats AP Purge Vendors
@Gemng Started
E: Accounts Payable Overview Mawigating MUNIS Help
=] General Rules for MURNIS Accounting secounts Payable Querview
S Introduction to MUNIS Ofice ! ¥
51 Mavigating MUNIS Help Fields
=] Toolbar, Menu, and Keyboard Options Action Menu
@ HowTos Overview
@ hore Infarmation
Q@Frugrams The Accounts Payable Purge Yendors program deletes vendor records. Yendors currently active in any
[2) ACI Export requisition, purchase order, or invoice cannot be deleted. You can create an active set of vendors to purge

5] AP Lock Maintenance by entering a range of vendor codes.

|=] AP Lock Maintenance: Check Lock If entity code restrictions exist for a user and vendar, a message alerts you and only those vendors with
=] AP Parameters corresponding entities are purged,

é: AP Purge Ghecks Click Define to establish the purge criteria; click Activity Date to identify vendors based upon their most
E_ AP Purge Wendors recent activity. Once you have identified vendor records, click Unload to create a file of purged vendor
E| AP Purge Vendors: Activity Date records, and then click Purge to complete the process. Click the Print or Spoal toolbar option to print or

Video based tutorials are also available starting with MUNIS Version 7.3. They provide
valuable guidance on using. They are available in MUNIS Version 7.3. Here is a sample
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@ Payment Entry - MUNIS [MUNIS] =5 =R
My FEile Edit Tools Help

X tBERRasS R XROSE MK | S|t

Entry Date 06/02/2008 3
Clerk michelle wainer
Receipt Option 0-NO RECEIPTS lz‘
Diepartment T161 =) 161 TOWN CLERK
Batch Mumber 2782
-

> Entry Date - This box indicates the date the batch is created. The current date is the default date, but
you can change it to a future date.

> Clerk - This box indicates the user name of the clerk who created the batch. ¥ ou cannot update this field.

= Receipt Option - This list indicates the option to use to print receipts. The default value of 0 -NO
RECEIPTS directs the program to not print receipts. Other options on the list allow you to print individual
receipts for each transaction; to only print a summary of receipts processed; to print both individual receipts
and a summary; or to print an individual receipt if you only process one payment for one customer or to print
a summary receipt if you process several payments for one customer.

> Department - This box indicates the department code for the clerk. Department codes are established in
the System Department Code Maintenance program.

4 4 3 of 12 LN |

L%

/

Screen-Level Help: Open any MUNIS program and click the Help Icon & on the MUNIS toolbar
to see the help available on the Web site for the current program. This is the same help information as
described above. The advantage is you do not need to find the topic in the help content first — you are

taken directly to the help for that program, without having to navigate through to locate it. Here’s a
sample of the help for Customer File Maintenance:

S6) - B ntpither 73fariC htm

lv] 4| % Pl-
File Edt View Favortes Tools Help
Google [G~ [v]eowsd B+ €% Bookmarks~ EiSblocked % Check + -\ Aukolink [ Sendto~ () Settings

B - B (e s GTodk v

o dr | @ customer Fil Mantenance [ ‘

Contents and Navigation

Customer File Maintenance

The Customer File Maintenance program allows you to view and maintain data for all of your customers. You must be an authorized user to add, update, or delete customer records

Field Descriptions
Tasks

General Resources

General MUNIS FAQs

Getting to Know MUNIS

MUNIS KnowledgeBase

Navigating MUNIS Help

Toolbar, Menu, and Keyboard Options
IMUMIS Technical Support

Within the Screen Level Help select the Field Descriptions link to gain access to detailed description
of each field:
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£ b el s comiv T KCartatFrog aesiarcstare0) Hm ¥l 4 x p-

Fle ES Vew Favabes Teds rep
Google G~ viGoo® B~ 3 scomaisy Bistoded T Owd v Ak v & Sendtow J sergse

WS Custoner e Msrtenmes B~ 6 & e ok

Contents and Nawgation

Customer File Maintenance

The Customer File Maintenance program alilows you to view and maintain data for all of your Customers. You must be an authorzed user to add. update. or delete Customes records

Field Descriptions

Field Description

Created By

On Screen Field Help: This help has been around for a while, but it is very important to know that it
is there. There are 2 types of On-Screen Field Help:

e  “ToolTip” Help. Just hover your cursor over any button or field, and the help will display.

[ ¥eeRer | Depamen E—
Dutout-Rel Batch Number I:I
= I—{Enter code to indicate uzer's department.

Depozit Mumber T
[N = Y r 1

e “Status Bar” Help. Whatever control is active, whether it be a button that is highlighted or a
field that your cursor is in (during add or update), there is help info that displays in the lower
left portion of the MUNIS screen.

Black font color indicates helpful information:
Bank Acct | '

Payment batch number or code.

Red font color indicates there is an error or warning for the action you are performing:

Default General Ledger year,
“ear' value must be 2006 or 2007
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Contact Technical Support

The last (but certainly not the least) form of Help is to contact the MUNIS Technical Support

Department. This can be done 3 ways:

e Email: From the MUNIS Main Menu, click Help, Support Email, and then double-click the
Technical Support Department you wish to send an email to.

=I-Help

#- MUMIS Manualz

= Suppaort Email
Financialz Product Support
Fayrall / HR Product Suppaort
Taw / Revenue Product Suppart
Utilitw Billing Product Suppart
05/DBA Support [Contract Required)
Documentation Questions / Feedback
Cryztal Beports Product Support

This opens your email program and places the MUNIS support department email address in the
“To” field and a default Subject in the Subject line. Include as much information as possible,
including your contact info, the program giving you the problem or question, and any error
messages that appear on your screen.

L Ta.. financialsuppork@munis. com
[ e,
Subject; Financials Product Support:

Hi Financials Support — please check out this 1ssue and call me back at 1-555-123-4567. Thanks!

Full Mame (first and last)
Ematl Address

Phone/Fax

City/Town/School Mame
Other contact info if applicable

Tssue: Getting an error message when trying to post AP Tnvedces, “Error# 1234 — unable to petform the action. ™

NOTE: Do NOT submit any Critical/Priority 0 or 1 issues via email to MUNIS Technical
Support. Although email is monitored, any priority 0 or 1 issues need to be called into
MUNIS Technical Support directly.

Phone: 1-800-772-2260, 3. Then, listen for your specific module with the issue:

1 - Financials 5 - OSDBA (Hardware Issues for OSDBA Customers)
2 - Payroll/HR 6 - ASP (Data and Hardware Issues for ASP Customers)
3—Tax 7 - Crystal Reports

4 - Utility Billing 8 - Tyler Education Management

9 - Tyler Form Processing

If you leave a message, please provide your full name, your city/town/school district, a return
phone number, and a brief description of your issue, including the module and/or program.
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Web site: This is the easiest and fastest way to report a non-emergency issue to MUNIS
Technical Support. Go to: http://support.munis.com. Click “Support” then click “Tyler Client
Portal” in the left column. NOTE: To use Customer Tools, you must first be logged in as a

registered user
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Other Tips & Tricks

Screen Resolution:

MUNIS runs optimally in 1024 x 768 resolution. To check or change your screen resolution, right

click anywhere on the backg

ound of your desktop

h Center v6.... @j MUNIS 101 Class Gui...

and click °

properties’:

Arrange Icons By »
Refresh

Graphics Properties...

Graphics Options »

MNew »

The Display Properties Box appears. Click on the “Settings” tab, and change your Screen Resolution
to 1024 x 768 pixels. Then click Apply and OK. You may get a warning, click OK:

Display Properties

Themes  Deskiop | Screen Saves  Agpeaance  Setings
Daplay
Plug and Play Nordor on Intellfl ) S2555G Geapheet Controller
Soreen racchbon Cokcx gualty
Lozt | J Mte Highest (32 b) v
1024 by 768 poeshs I & @ W=
Troblesroot . | [ Advenced |
(o< ][ Cown |

Note: This will change the resolution (size) of all your programs — not just MUNIS. After making the

change, run your other programs to see if they are satisfactory. You may just want to give it some
time to adjust to the new settings. You can always change it back if you choose.
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Print Screen:
There are 2 ways to do a Print Screen in MUNIS.

1. Printa Hard Copy: On the blue bar at the top of the MUNIS Program screen, right click. Select
“Hard Copy”. Your local printer dialog box will appear to select a printer. This prints an exact

copy of the active MUNIS window/program.

@ Customer File Maintenance - MUNIS [ TYLER TOWN - 2006 Train]

My File Edit Toolz Help

 Ahemate Find |

Lazt changed by | treri

Numer

Created by thru

Histary

Mave

W X 4 EE R AE I:rx &S! iFiT) Size
- Minimize
O Maximize

on|07/01 X Close

HardC apy
ChooseFont  Crrl-alk-F

Dmrmmin D wmbib

C Cuwhba

Alt+F4

Chrl-Al-p

2. Copy and Paste: There are 2 ways to copy and print screen using this method.

a) To capture only the Active MUNIS Program (the active program is the window with the
dark blue bar at the top) press Alt-Print Screen on your keyboard. This will copy the image of the
active program to the clipboard. Now you can open Word or any other word processing document
(even other programs like Excel or Powerpoint), and paste the image into the document. You now
have all the functionality in Word to crop and/or size the image. This is very helpful in creating
documentation for your staff. Another great feature is that you can paste the image into emails!
This function works with all Windows-based programs.

b) To capture everything you see on your monitor, press the Print Screen button on your
keyboard. This will copy the image of your entire desktop — active programs, inactive programs,
your background, your task bar at the bottom of your screen, etc...You would then paste the
image into Word or other Word Processing Document. Here’s a sample:

"% My Fle Edi Took Help

vX tRE UAEDRFXREDERS | Sel v
My Fie Edt Tooks Help
B E|[3 -
v E ARE AR DY [For e e —
MUNIS Applcatic Main | Terms/Miscel Createdby [ |t [ | o ] at [ ]
S e s
= Favoittes Dept/Loc
orgenae Fisoal yoar e —
Bl po— Requisition numbe} Name [ ] THE
€ Monthi General commodity ]
D. MUN General desciption Address
Financials
: ]
el o ‘endor ] City, State J
& Zipcode
Name 1
Countr
PO maiing i s
SSN/FID
GL Allocations 1
esol i Telephone B
e GL Summary i Far B
i v [—
Renit ] Website [ ]
N |
| VendorS ourci Flesident
< Confidzrtial
o |6y (A diional Addresses | [ Specia Condiions/Notes | [ Associated Names_| [BEFT Data
Total Amount
s[5 g 010y
= (g
L= Aemate find data vl

[] customer File Mait... | [M] Requistion Fle Main

[0 wunis 101 Class .

GOt



MUNIS Screens:

The appearance of a MUNIS program screen will vary based upon your Windows Desktop settings.
The settings may be manipulated individually or you may load a Windows theme to define a set of
appearance parameters for your window panes. Take a look at the same program displayed using
different themes/settings:

[[537 tovorce totey ~paris =0T T
v X wuwERFX RS MEY (S0
T [T el e [
Ouisk Eny ||| PO Opom it ckhess
ey [|[| Gt [ —
Verskn T = R [ |
B O
o ||| Tems
doanal
e | E— =3 R
e
w [ @ Statan [N
[— Vowhee [
Dicpacent [ Wanant —
wmoam [ wdse [
O e — | T |
A — Vekode [ ]
ConseDme [ i P |
[tne T | Fa fry—"
| <]
—
LI SIE S| i

It’s hard to believe this is the same exact program viewed using two different Windows themes. If
your screen looks like the one on the left you can brighten it up by changing your theme. The screen
on the right uses the Windows Royale theme. Start by downloading this theme from a Microsoft web
site. Once saved you can open your Windows properties and change the theme.

Right click anywhere on the background of your desktop and click ‘properties’. The Display
Properties Box appears. Click on the drop down box under “Theme:” and select “Browse...”. Locate
the Royale theme you saved and open it. Then click Apply and OK.

MUNIS Releases:

MUNIS periodically releases new versions including major releases (e.g. 7.0, 8.0 etc.) and minor
releases (e.g. 7.2, 7.3, 7.4 etc.). Between releases MUNIS enhances programs as well as corrects
reported program bugs and makes the programs and associated information available to customers
through the MUNIS Release Administration and MUNIS Internet Update programs.

The MUNIS Release Administration program is found in the Admin -> Admin Inquiry menu. This
program provides information regarding enhancements, open issues, and available fixes for various
MUNIS releases/modules.
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File Edt Tools Help
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AP Parameters 2
MUN-2492 [7.2. 6.4) by
ol The 4P Parameters program now containg a check box to allow or disallow the use of zelf-service vendors. The default value for

the box is cleared. Checking the box allows the use of self-zervice vendors. You can clear the box to remove the ability to enter

Curd PDs, requisiions and invoices to sell-service wendors. This change affects the Contract Entry, Requisition Entry, PO

Entry/Proof, Invoice Entry/Proof, Import ASC Invoices, Recuring Invaoice Maintenance and [nvoice Maintenance programes.

72 MUMN-4788 (7.2, 6.4)

&5 The AP Parameters program now _conla\ns an option ta disa_b\e !he 'WAHN\NG_: The irjvaice date is outside the fiscal year da_te
64 1ange"" message dizplaped in Invoice Enty/Proof when an invoice date is outside the fiscal pear date range. This check box is
located on the Defaults tab in AP Parameter Maintenance, and is labeled Suppress invaice date warning while holding current
year open. Selecting the check box eliminates the waming message. This oplion is only valid when pou are holding the current
year open in the GL Parameter FM program.
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Enhj The 5%/15 Codes buttan is available. When you click this button, you can maintain S5 codes.




