Session 11D - MUNIS Navigation

Session Description:

Maybe you are ew to MUNISor you have used it for a few yeavgant to see all the bells and
whistles? Let us take you on a guided tour of N
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. Ater entering the logiand pressing Enter or clicking Q&Kblack
background window appears prompting for the password.
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1 If thewindowabovedoes not appear but instead you are prompted for a password in a
window similar to thes ma | | A St ar twindaw, yduphave incoreetdiend n o
settings. This cancause a problem when your password expiresestablish the
correctsettings 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.htrand 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 informationd one that should be kept secret and not
easily decryptedUsing the same password or slight variations means if someone figumeout
password they could likely access your accountstbersites.

So how do you create unique passwords and aathe ime 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 pagord 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 tlcatappl


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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Double-Click on entry to Copy Password R/W 45items

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 e | d . I have sever al passwor d
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 abovdie menus angrogram names are in a column on the left
side of the screen. By clicking on the plus sigr
hence the name ATreeod. The Tree menu i s most pof

Pull down menuis also popular becaudenas 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
optionsavailable. Depending on your individual péssions, you may not see all of them. Here is a
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 th&ixed Assetmenysh ey woul d f Fimaxiale f al | under i

Notice the plus sign to the left of the nam@&se plus sign indicates additional menu options are
available within this menu. Tseethe additional itemssingle click on the plusgn to the left of the
menu naneor double click the name itself. Either way will show you the menus below.

Whenlooking at a menu screen:

- If a plus or minus sign appears to the left of the naniea MUNISMenu.

- If no plusor minus sigrappears its a MUNISProgram.
Theexampk 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 doualidd 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:

% Moves up one menu item

Z Moves down one menu item

Y or + Expands the menu options

Y or Collapses the menu

Letter moves to the next menu/program with this letter



General Navigation

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

progr ams. Any time you see the word, fAauxiliaryc
of codes to assure data is entered correctly, and these codes initially havededia adixiliary

menus. Also in auxiliary menus, you may need to initially setup the MUNIS parameters for the

system to conform to your sitebs unique processir
set of auxiliary programs that you may needdoess 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 mesuhat contain nothing biriquiry ( ¢ an 6 t
update or enter any data) and/or commegports 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, Geeral 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.

FMMenus: There are also programs thatereardcem tchr AF/ N
iMai ntenancebo. These are all consi depermahenMast er <
such as codes, customer records, GL accounts, physical property locations, vehicles, and other various
records that you may use, add to, or upaeer and over.

ForGeneral Navigationo f MUNI S, we ol | uisGustomer&/bM.nihieistheor ogr am
centr al name and address program where al/l cCiti ze
stored and maintained. It is a great programetaagquainted with MUNIS toolbar navigation.

You will find Customer F/M in multiple menwusnce the customer file is shared among several
modules and potentially usersfrem f f er ent depart ment s. I f they do



General BillingBill i ng menusét hey he

able to access the Customer F/M program there.

mAacgounits &Receivatadeecus ang wilthe  t

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

There are’ areas to MUNIS program screens:

MUNIS Drop-down menus (defined below)

MUNIS Toolbar (defined below)

Side Bar Button$ these buttons change according to which MUNIS program is active.
Work Areai this area changes according to which MUNIS program igeact

Embedded Screens Buttanslot 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:

TheA My 60 Nbe theuDropDown Menus allows you to perforthe following 3 actions:
i Favorites Al | ows you to select your existing Adfavor.i
1 Reportst akes you to the MUNIS ASpool File Maintena

1 Menu Preferencésallows you to change your menu preferenae€] Poplree, Pull Down)

Underthei Fi | e 0, A Edi drdpdowna mehusfyduavil find the exact same action buttons

as on the MUNIS Tool bar . Once you enter a progr e
you want to find existing recorgdadd new records, update existing records, delete existing records,

etce

Here are the |l cons and their definiti Wi

your mouse to click them:

on, al ong



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 i Attachments n/a
Wizard
Find Ctrl-F MapLink n/a
¢ @
= Browse Ctrl-B Tyler CM n/a
= a1 y
Add Ctrl-A Al Add to Favorites n/a
Dv Update Ctrl-U @ MUNIS Help F1
b Delete Ctrl-D

Only the icons in focusptgray) are available. As you use different actions, the other buttons
become acte and available. Upon entering a new program, you may find the following options
available:

ERVX BERE M= i ¥ 0

Above, the first 6 icons or factionod buttons

Help. There are 2 options under Help in the Ddgwn menu:
T MUNIS Helpi use this to get help on the active program or field that your cursor is in.
1 About MUNIST Some technical information helpful to the MUNIS support department.

TIP: You can righiclick anywhere on the screen to get a listing of action buttashshenbuttons 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 @ustomer) 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.



My Fie Edt Tool: Help
r X  MERU*RDeREEI To + @
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[El Name ABC ELECTRIC THE
[ e bt |
Addbess 354 COMMERCIAL 5T
City, Stale MLINIS s
I —
Cowiny

Key Fields. These fields make the record unique in MUNIS. If there is moreaharkey field, that

means it takes a combination of those fields to make a unique record in MUNIS. You canget chan

key fields once the recordéreated If there is a mistake, you need to deleteiieerrectrecord, and

add it correctly. EveryKeyifel d i s also a required field. These

Required Fields. Required fields arthefields, at a minimum, needed to successfully add a record.
If you try tobypasghe field without filling it in, the system will promgind requireyou tocomplete

the fieldbefore the record can be save&o, 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 A Fi n dowsybudaview existiaglrdcords in the database. You can do a wide
open findto find all records, or you can narrow your find by entering criteria to filter the data you
wishto see.

Using Customer F/Mglick the find icon i thenclick the OK icon v , to retrieveALL records in
thetable. Use caution in finding all records especially in tables containing tens of thousands of
records. Doing thisould takeseveral minutes or more to retrieve all the recormikymumay not
wish to retrieveall of themanyway.

To narrow your searclajick the find icon , andenter some criteria in the available fields. The
available fields will be white. Use your mousetab keyto go to specific fields. In this example, |

want to find all customers who liveintnesst e of Mai ne ( ME) . Notice in
ME.
X - e BE @

Once you click Ok,"/ (or press Enter/Return on the keyboard), it will find the records that match the
criteria you entered.



TIP: Narrowing your search bylpcingcriteria in Key or Requéd fields retrievethe records more
quickly.

The number of records retrieveddisplayed 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:
[ Goto the First Record Ctrl +Y

m Gotothe PreviousRecord Ctr | +§

[T Go to the Next Record Ctrl +27

[M]  Goto the Last Record Ctrl +Y

i Find

Browse

Find Criteria: Use ail Wi | d charactéto find datamatching a portion of the find criterid-or

example, to find al/l customers whosd alcaesta maBme imne
the name field followed bthe asterisk wildcard character BN doing this you are aking the system

to find names that begin with ABO and may have ar

MUNISiscasessensi tive, so if you put in a | ower case fi
Mame B* THE
Sddeess
In this example, it found 10 records. Noticetha me s al | start with a ABO:
v X TR i Ded EHE ;]
BAMNK OF AMERICA B AVENLUE OF AMERICAS L
Al BAMEE EKEMHETH Z1 BAY ANE MUMNIS Az
54 BEALWPRE, GEDAGE L 4 PEARL AN MUHNIS AZ
7] BENFEY. JANE 3 TIFFAMY LN HLUNIS AL
124 BIROK, HEIDN FaMOUTH [
108 BISOL, MICHAEL 4 COVEMTRY Rily FeamDuTH A
54 BREEM. THOMAS ) 14 BEACH AVE HLUINIS LA
BREICH, AMEER 15 B ANE HUMNIS MA
24 BURLINGTOM PLUMBING & HEATNG INC 411 WHIFFLE Rilx MUINIS VT
BURKS. RAMDELL W 4 HEADDN AVE MLINIS (21

You can also put in multiple criteria, such as Names that start wihd3he State is AZ. In the
above example, it would find 3 records.

To find all records that c 0 n bathiemdftthie wordvwauwang i BANKEZ
to find. For instance, *BANK* wOWNAT™ONAL nd ABANK (
BANKDO



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 from Jan 1 to Jan 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
eitherME or MA, use ME|MA)

The Greater Than and &8 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 Janudr2005, you would find on the dafield 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 optionaltool guides a usdn defining search criteria to find
selectedecords. This tool is very useful for combining multiple searitbra on Dropdown fields in
MUNIS or when you need help in formatting complex search criteria.

For example, téind all requisitions entered on 7/4/2005 and 7/5/2005 (two degeh Requisition
Entry.

Using the typical Find tool, | would do this byaking the Find icor!ﬁ, go to the AENtere
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 F ﬁ click the Query Wizard ico 5| (It will

only become available aftgrou c¢cl i ck t he Find icon). Put your c
Expression column. Once your cursor is in that field, click the Format Button:
(8 Query Wizard: Requisition Entry =13
Fuddi | Docpdown Asstart | EcliAsistant | Dabesierictent | Load | Hel
Fiedd Time Ewproviion [anter vahu heve] L

Drepasiment Edt
Sahu Ed
Fiscal Vear Ede
Fiocal Code R buttons.
Haeded by Dsie
Foequanbion Numbe: Edé

b Erbeed Date

Ganesal deaciption Ediet
Sugpested Vendx  Ede
Werdo Addess Edi ]

Vind e hype dinaeily inb the haghlghind beld or chekdFommat io use the Asssiant il roinad
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 cued@s you to the

corresponding tab (Dropdown Assistant Tab, Edit Assistant Tab, or Date Assistant Tab). By choosing
aDatef i el d ( AENt er e datgAssistartt Tab.aTk pustherd dates io a listhl eould

enter the 2 dates on 2 lines, like this:

1C



O] Query Wizard: Requisition Entry

Fields | Dropdown Assistant

Choose list of dates
7/4/2005
7/5/2005

Edit Assistant

Date Assistant Load

Help

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

O] Query Wizard: Requisition Entry

Fields Dropdown Assistant

Select field

Field Type
Department Edit
Status Edit
Fiscal Year Edit
Fize:al Code
Needed by Date
Requisition Mumber | Edit
Entered Date
By Edit
General Commodity | Edit

-

General description | Edit
Suggested Vendor | Edit
Wendor Address Edit

Edit Assistant

Radio buttons

Date Assistant || Load

Expiession [enter values here)

‘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,

EBX

Help

Back [e2Fomst |

[ Enecute ][ 5o

[ 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 certstirting point to a certain ending point), | could
have clicked the ASwitch Format Modeo button whi
screen, where | can put in a Arangeo. I n this e
100to 135 and anything in between. NOTE: Not all fields allow a range entry in Query Wizard, so
the ASwitch Format Modeo button may not be avail
E1nulzl range of values .
139 High Value

A powerful featureof the Query Wizard is the ability ®ave the Queryfor later use This is
especilly beneficial for occasionally used complex queries or for use by novice uses.

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.

r Execute

= Save

Cancel

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 Delf Bdave 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:

11
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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

Desciiption |F\nanca Diept Entered Regs by Month

ake this query available to all users

FE&

Field Type E=pression

Department Edit 135

Statuz Edit 2

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

To runthe query again, go inQuery Wizardand sel e

Queries

ct t

t her e. You can either

he ALoado tab. Y «

Ex ecutishtot he

make changes to the query (like changing the dates eattnioefore 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.

hrons i

Cancel

Browse: After finding records, you can click the Browse ici= to showtherecords in a list. You
can sort the list in either ascending or descending order on any column that diRiddnslicking

12
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anywhere in the columrelading allowsyouto add or delete columns. If you have made any changes,
click OK and MUNIS will remember your preferences for these columns next timergause data in
this program.

The total number of recordksplaysin the lower right of the seen includingyour currentrecord.

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 thescroll bar on the rightb view records that extend beyoti@ endof the screen.

To select a record, doubtdick 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 préssifigd buttor ﬂ
in the lower left corner. Your curshighlightsthe record you want to find.

While in the Browse scregnou can further #Afilterodo your dat a.

corner of the screen andenter more filter créria without returning to the main screen to find the
records again.

Another great feature of this browse scredhésability toexport allselectedecords to Microsoft

Excel by clicking the Excel Ico =
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 ttegskey
to navigate fr omsefourenbuse!t o fi el d. Dondt

L Update (Ctrl-U): Use this icon t@hangean existing record. Use the tab key and the-tift
key tonavigate from field to field.

. You must have Microsoft Excel on your PC iderto use this

Delete(Ctrl-D): The system prompts you verifying your desire to delete the reddvid.option
only deletsone record atatimiei t wondét del ete all the records
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