
 

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. Weôll 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. 

 
¶ If the window above does not appear but instead you are prompted for a password in a 

window similar to the small ñStart an Applicationò 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 donôt know or ever have 

to know because I 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 ñbranchesò, 

hence the name ñTreeò.  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 is a 

list for MUNIS Version 6 of what you may (or may not) see: 

 
 
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 ñFinancialsò. 

 

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: 

- If a plus or minus sign appears to the left of the name, it is a 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. 

 

 
 

Menu Navigation:  

You can navigate menus using your keyboard: 

 ŷ  Moves up one menu item 

 Ź  Moves down one menu item 

 Ÿ or +  Expands the menu options 

 Ŷ or -  Collapses the menu 

 Letter  moves to the next menu/program with this letter 
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General Navigation 
 

Auxiliary Menus:  Depending on your permissions, you may have access to auxiliary 

programs.  Any time you see the word, ñauxiliaryò, think ñcodesò or ñsetupò.  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 siteôs 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: 
 

 
 
 

And Accounts Payable: 
 

 
 
 

And Accounts Receivable: 

 

 
 
And many other MUNIS modules. 
 

 

Inquiries & Reports Menus:  There are also menus that contain nothing but inquiry  (canôt 

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 ñF/Mò or ñFMò or ñFile Maintenanceò or 

ñMaintenanceò.  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, weôll use a common program ï Customer F/M.  This is the 

central name and address program where all citizens (taxpayers, utility billing owners, etcé) 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 donôt have access to, say, the 
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General Billing Billing menuséthey 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: 

1. MUNIS Drop-down menus (defined below) 

2. MUNIS Toolbar (defined below) 

3. Side Bar Buttons ï these buttons change according to which MUNIS program is active. 

4. Work Area ï this area changes according to which MUNIS program is active. 

5. Embedded Screens Buttons ï Not in all programs.  These change as well. 

6. Record Navigation Bar (defined below) 

7. Tabs (not shown, but defined below) 

 

MUNIS Drop-down Menus and the MUNIS Toolbar: 
The ñMyò Menu on the Drop-Down Menus allows you to perform the following 3 actions: 

¶ Favorites ï Allows you to select your existing ñfavoriteò MUNIS programs. 

¶ Reports ï takes you to the MUNIS ñSpool File Maintenanceò program to view your saved reports. 

¶ Menu Preferences ï allows you to change your menu preference (Tree, Pop-Tree, Pull Down) 

 

Under the ñFileò, ñEditò, and ñToolsò 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 ñactionò, whether 

you want to find existing records, add new records, update existing records, delete existing records, 

etcé 

 

Here are the Icons and their definition, along with the keyboard ñshortcutò if you donôt want to use 

your mouse to click them: 
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Icon Definition Keyboard 

Shortcut 

Icon Definition Keyboard Shortcut 

 

OK/Accept Enter/Return 
 

Display  

 
Cancel Esc 

 
Output/Print Ctrl-P 

 

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 

Wizard 

Ctrl-Q 

 

Attachments n/a 

 

Find Ctrl-F 

 

MapLink n/a 

 

Browse Ctrl-B 

 

Tyler CM n/a 

 
Add Ctrl-A 

 

Add to Favorites n/a 

 

Update Ctrl-U 
 

MUNIS Help F1 

 

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: 
 

 
Above, the first 6 icons or ñactionò buttons are not available because they are ñgrayed outò. 

 

Help.  There are 2 options under Help in the Drop-down menu: 

¶ MUNIS Help ï use this to get help on the active program or field that your cursor is in. 

¶ About MUNIS ï 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 ñIndexedò 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 ñFindò 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  , 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 ñStateò field, I put in 

ME.  

 

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

criteria you entered.   
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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. 

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

 Go to the First Record  Ctrl+Ŷ 

 Go to the Previous Record Ctrl+ŷ 

 Go to the Next Record  Ctrl+Ź 

 Go to the Last Record  Ctrl+Ÿ 

 Find 

 Browse 

 
Find Criteria:  Use a ñWildcardò character to find data matching a portion of the find criteria.  For 

example, to find all customers whose last name begins with the letter ñBò, you would place a ñBò in 

the name field followed by the asterisk wildcard character *.  IN doing this, you are asking the system 

to find names that begin with ñBò and may have anything else that follows the ñBò.  Remember that 

MUNIS is case-sensitive, so if you put in a lower case ñbò, it may not find any records. 

 
 
In this example, it found 10 records.  Notice the Names all start with a ñBò:  
 

 
 
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, ñBANKò, put an asterisk on both ends of the word you want 

to find.  For instance, *BANK* would find ñBANK OF AMERICAò and also ñ1
ST

 NATIONAL 

BANKò 
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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 ..    (A range from Jan 1 to Jan 31 would be 1/1/06:1/31/06) 

Or    |   (this is 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
st
, 2005, you would find on the date field for Greater 

Than or Equal To 1/1/2005.  That would look like this:  
 

 
  
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 , go to the ñEnteredò 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 , click the Query Wizard icon  (It will 

only become available after you click the Find icon).  Put your cursor beside the ñEnteredò field, in the 

Expression column.  Once your cursor is in that field, click the Format Button:  

 
 

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 (ñEnteredò), it takes me to the Date Assistant Tab.  To put the 2 dates in a list, I would 

enter the 2 dates on 2 lines, like this: 
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Then, click the Back button.  It shows how the correct formatting would look for that field: 

 

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

pipe symbol. 

 

If I wanted to put in a range of criteria (from a certain starting point to a certain ending point), I could 

have clicked the ñSwitch Format Modeò button which would take the cursor to the bottom part of the 

screen, where I can put in a ñrangeò.  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 ñSwitch Format Modeò button may not be available. 
 

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

 
 
To run the query again, go into Query Wizard and select the ñLoadò tab.  You will see your saved 

Queries there.  You can either Execute the query, or click the ñLoad Queryò button if you wish to 

make changes to the query (like changing the dates each month) before running it. 
 

 
 

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 
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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. 
 

 
 

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

¶ 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. 

 

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

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

OK button  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  

in the lower left corner.  Your cursor highlights the record you want to find. 
 

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

corner of the screen  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 .  You must have Microsoft Excel on your PC in order to use this 

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.  Donôt use your mouse! 

 

 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. 

 

 Delete (Ctrl-D):  The system prompts you verifying your desire to delete the record.  This option 

only deletes one record at a time ï it wonôt delete all the records in your ñfind setò. 
 
































