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TOOLBAR OPTION DESCRIPTIONS

Accept

v/

Accept saves information after you have created or updated a record. This
button is often highlighted when adding, updating, or searching for records.

Add

+

Add enters a new record into th e database. When you click Add, entry
fields become available with the cursor positioned in the first field. The
program may place default values in fields to save you keystrokes, but
typically you can replace the defaults. You can move from field-to-field by
pressing Tab or by selecting a field with the mouse pointer. When the
cursor is in a field, helpful information often displays at the bottom of the
screen. Some fields have an additional field help button that lists available
field entries.

Attach

U

Attach allows you to view, add, or delete documentation related to the
current record.

e If your organization uses Tyler Content Manager (TCM), the Attach
option opens TCM where you can add or view documents.

e If your organization uses standard Munis Attachments, the Attach
option provides the Attachments screen, where you can add or
access documentation from your Munis server. Once a file is
attached, it is copied and stored with the Munis program. If you
change the original document, the attachment is not automatically
updated. To keep attachments current, you must update the original
documents and manually attach the updated files.

Note: The Attach option is available only if the View Attachments and
Associated Documents check box is selected in the Roles—Munis System
program. If this check box is not selected, the Attach button is not
accessible.

Back

Back returns to the previous screen in a program.



http://help.munis.com/2021.1/AP/Content/Additional%20Resources/Program%20Screens.htm#

Browse

Browse is available when an active set of records exists, or after an active
set is created using the Search or Define buttons. The browse screen
displays a list of all the records in the active set. You can sort, view, or
export data from the browse screen.

On a browse screen, the Excel button exports the data directly to a
Microsoft Excel spreadsheet.

Cancel

o

Cancel ends an operation, such as adding or updating a record.

Close

Close closes the program.

Delete

Delete removes from the program the record that is currently displayed. If
the record is being used by another process, you cannot delete it. Once
you delete a record, you cannot recover it.

Display Display provides an on-screen report preview.
Email Email creates an email message that contains a hyperlink to the active

record.




Excel

Excel exports the active set of records to a Microsoft® Excel® spreadsheet.

e |If you click Excel from a browse screen, the program immediately
exports the data and opens the Microsoft Excel application. This
functionality does not require Munis Office, but you must have
Microsoft Excel 2002 or higher installed on your workstation.

e |[f you click Excel from a master program or subprogram screen, the
program displays the Export Filter screen. Use this screen to specify
the data field values to export to Microsoft Excel. When you click
Save and Exit, the program opens Microsoft Excel with the selected
data in the active worksheet.

In each case, the program inserts hyperlinks to the individual Munis
records. The file created during export is automatically saved in the
directory where the Munis software is installed; use the Save As feature in
Excel to save the file to a new location.

Map

Map allows integration of map data sources with Munis programs. The
MapLink application is not launched as an interactive application; however,
you are able to view a data set in Munis that has been modified during a
MapLink session.

Menu Menu provides options specific to managing data in the active program and
options for accessing related programs. If you resize a screen that includes

— many options, the program may refresh to provide the options in a menu
format.

Notify Notify provides integration with the Tyler Notify program, which allows you

N

to contact Munis customers by telephone or email using predefined
content.

Note: This feature is only available if your organization has implemented
Tyler Notify.

Output Output displays the Output dialog box that provides a list of available
5_ printers and print settings.
-J
PDF PDF creates the report in PDF format. The program opens the document in

the installed PDF reader. Note: The PDF button is only accessible if the




Output to PDF permission is granted in Munis System Roles for at least
one role assigned to your user ID.

Print Print sends a report directly to your default printer.

-

Query Query creates a query based on an expression or mathematical equation.

e This option assists in finding records that meet very specific criteria, but

1 ] that cannot be defined by entering data directly into a field. When you click
Query, the Query Wizard (similar to the expression builders found in
Microsoft Excel or Microsoft Access) allows you to create an expression
based on the fields in the active program.

Save Save creates the report and saves it as a file in the Munis spool directory.
After saving, you can display or print the report from the Saved Reports

a program. You can access Saved Reports by clicking Saved Reports in the
Departmental Functions group of the Munis menu.

Schedule Schedule displays the Appointments screen, which allows you to schedule

O

meetings that are associated with the active record. When you click Add on
the Appointments screen, the program creates an email message
containing meeting start and end times, and a meeting description. You can
define the meeting times and modify the description, as appropriate. When
the email recipient accepts the meeting, it is automatically added to his or
her Exchange calendar.

Search Find locates records in a program. Find is often used to create an active set
of records before proceeding to another step, such as printing a report,
Q purging records, or posting invoices. In many cases, you can use wildcard
characters to further define a search.
Update Update adds data or changes existing data in a record. You can change

l‘

data in any active field. Fields that are not active typically are part of the
record key. The key is the field or combination of fields that uniquely
identifies the record from all other records. If you need to change data in a
key field, you must delete the record and enter it again.

Word

Word creates an active set of records to export into Microsoft® Word. It is
especially useful for spooled reports. This option enables you to format the
report in Microsoft Word prior to printing. An additional feature of Microsoft
Word Export is Mail Merge. This feature enables you to print professional
forms, mailing labels, directories, and so on with user-defined templates.



avD FAVORITES LIST

TO YOUR LANDING PAGE

1. Click Edit Content (bottom left)

2. Add Card

M  Home Page

Employee Years of Service
Employee Job/Salary
Employee Master
Personnel Actions Entry
Pending W-4 Requests
Employee Inquiry (stub)

Actions Entry - Pending

= Tyler Menu
Y  Favorites I. 1 2 ;
28 Pages v Approvals Notifications
Tyler Menu
My Favorites
& IE
Empl
v Munis
> Financials
~ Human Capital Management
> Human Resources
> Payroll
[ Add Card > Recruiting
Add Page > Talent Management
@ Browse Content > General Revenues
> Property Revenues
= Page Layout > Asset Maintenance
> Other Applications

Connection Builder

Departmental Functions
System Administration
Help

Edit Content

£ Settings

3. Select Add Card From Library

Add a new card

Add Card From Library

art with a fully built card from our library.
Use the card as is or edit to meet specific

needs.

our card from scratch

Employee Net Pay Simulator
Employee Accruals
Employee Central

Employee Work Locations
Employee Advanced Stipend

W-2 Forms Print

Add Placeholder

Add a placeholder card to the page.

Tyler

Tyler
Tyler ¢
Tyler &

Tyler 1




4. Search Favorites in search bar (top right)

5. Check the box on the Favorites card

Content Library

6. Click Add Cards (bottom right)



STTION ENWVTRY (or any Mtenu procesa functs
- @DD TO FAVORITES

Add Reguisition Entgz (or any Menu process/function) to your
Favorites List on the Munis Landing page:

Select Purchasing from the Tyler Menu

Tyler Menu

2 |

v  Munis
v~ Financials
> General Ledger Menu
v Purchasing
2> Purchase Order Processing
> Purchase Order Inquiry and Reports
> Performance Based Budgeting
> Student Activity
> Employee Expense
Account Inquiry
Accounts Overview

Then select Purchase Order Processing

Tyler Menu

2 |

v Munis
v Financials
> General Ledger Menu
v Purchasing
v Purchase Order Processing
ltemn Order Form Requests
Requisition Entry
Purchase Order Receiving
> Purchase Order Inguiry and Reports



Then Right click on Requisition Entry, then maneuver
over and click on = Add Favorite

Tyler Menu
Q,
~ Munis

~ Financials
> General Ledger Menu
~ Purchasing
~ Purchase Order Processing
juests
[/7 Runthis Link

eiving
> Pu i AddFavorite and Reports
> Perfor _ ting

> Student Activity
> Employee Expense
Account Inauiry



SITIONENTR

1. From the Tyler Menu, select Financials, then select
Purchasing, finally select Requisition Entry.

Tyler Menu H

|

~  Munis
~ Financials
> General Ledger Menu
~  Purchasing
~ Purchase Order Processing
Item Order Form Requests
Requisition Entry
Purchase Order Receiving
> Purchase Order Inguiry and Reports
> Performance Based Budgeting
> Student Activity
> Employee Expense
Account Inquiry
Accounts Overview
> Asset Maintenance
> Departmental Functiocns

2. Select = from the top menu.
Add

Main
Dept/Loc ™
Fiscal year ® Current Me
Requisition number
General descriptior
O General Motes

3. Tab down to General description - type a general
description of the purpose for requisition.

Main

Dept/Loc* 042 BRENHAM JUNIOR HIGH
Fiscal year * 2021 ® Current [ Next

Requisition number * 20215924

General description 1

Gzeneral Notes



4. Then Tab down to the Vendor box.

Vendor

Vendor I

Name

PO mailing

Delivery method Print Fax
Remit (]

E-Mail E-Procurement

You may use the .. box to Search for the Vendor by name.
Type Vendor name (or partial name) in Vendor Alpha search

box, then select Enter on keyboard.

]
e’

*%s% Vendor Help

- v @

Back Accept Cance

Vendor Alpha |
Vendor Name

5. Then Double Click on the Vendor Name with the correct

remit address from the vendor list.

€ v 0 Q B & @& B

Back Accept  Cance Search Qutput Print Display PDF

Vendor Address # | Alpha Sort
15630 0 STAPLES BUSIN
08523 0 STAPLES, INC, STAPLES, INC,

Vendor Name

STAPLES BUSINESS ADVANTAGE

il il
9El i
Exce Word

Address 1
PO BOX 105638
P.0. BOX 95230

10



6. Tab through all the boxes until you get to the Reference box.
If you would like to reference your name or another
employee’s name for the requisition, Type the name in the
Reference box (this is not a required field).

Please Note: Be sure to double-check the “Ship to”
address on this screen.

Vendor Shipping and filling
Vendo 15630 e " Committed Shipto* w“
Name STAPLES BUSINESS ADVANTAGE Address BRENHAM JUNIOR HIGH
PO maing 0. 1200 GARLEEDRIE
D thod ¥\ Pri fa E-Procurement
BRENHAM |3
i 0 u] Email
PO 0N 10538 Refeence [
fillto il NESS OFF
fillto em
ATLANTA GA | 303485638
3 Vendor/Sourcing Notes 03 Vendor Quotes 0]

7. Tab five more times to the next screen showing Line Items
in the top left corner.

| N Line

tail

antity *

scriptio

3 Add'l Dese/Notes
t justification KNOWN

Miscellar
Capital As:

Seq | T/ Account Description Amount | GL Bud

11



8. Click = from the top menu.
Add

<« Q +

Back Search Browse Add

Reguisition

Fiscal year NMumber

Detail

Quantity *

Description *

3 Add'l| Desc/MNotes

9. Enter the desired Quantity number of items.

€ v 0
Back Accept  Cancel
Requisition
Fiscal year| 2021 Number, 20215924 Line: 1
Detail
Quantity * [ T Unit price 00000
UuoMm EACH
Description *
Gross .00
Freight
O Add'| Desc/Notes Discount 00 %
Credit .00
TOTAL 00
Amount justification: UNKNOWN
Miscellaneous
Capital Asset N ~
Seq | T Account Description Amount |GL Bud

12



10. Tab to Description box and type a Description of
items/purpose.

& v @
cccccccccccc
uisitior
Fiscal year 2021 Number 20215924 Line 1
etail
Quantity * 1.00 Unit price 00000
uom EACH
P! Red Pai
Blue Paint ross 00
Green Paint] Freight
£ Add'l Desc/Notes Discount 00
Credit 00
TOTAL 00
Amount justification: UNKNOWN
Miscellaneous
Capital / N
Seq | T| Account it Description Amount | GL Bud

11. Tab to Unit Price and enter the amount. If ordering more
than one item and you entered a Quantity of greater than
one. This amount will be what it costs for one item only.

AAAAA

Fiscal year| 2021 Number 20215924 Line[ 1
Detail
Quant 100 ;
Oon EACH
P Red Paint
Blue Paint Gross 00
Green Paint Freigh
03 Add'I Desc/Notes Discount 00 %
redit 00
OTAL 00
Amount justification: UNKNOWN
fiscell
Capital Asset N
Seq| T Account Description Amount | GL Bud

13



12. Tab to Account and enter the account number.

€« HE:J % Q X e (5]
Requisition
Fiscal yea 2021 ) 20215924 Li 1
Detail
Quantity * 1.00 Unit price 5.00000
EACH
Description * Red Paint
Blue Paint 0ss 5.00
Green Paint Freight .00
B3 Add'| Desc/Notes
.00
3.00
it justification: N N
Aiscellar
pital N
Seq|T|Account Description Amount |GL Bud
o1 [ - ] 00
13. Tab to the Amount. If the amount is correct, Click v
Accept
from the top of the menu.
€ v @ :: x e (=]
Jisitie
ye Number| 20215924 Lin
il
ntity 5.00000
EACH
P Red Paint
BBBBBBBBB 00
eeeeeeeee 00
B3 Add'l Desc/Notes
00
.00

14. If not, enter the correct amount for this budget code, and Tab
for the next line to enter another budget code and amount.
Continue to do this until the total amount of the order is

entered. Once done, Click ¥
Accept from the top of the menu.

14



15. Then select the “@® button at the top.

Back

€ Q

Back Search Browse

+ B
Add Update
Requisition

Fiscal year 2021 Mumber

Detail
Quantity * 1.00
Description * Red Paint

Blue Paint
Green Pain

Miscellaneous

Capita

N =

Seq | T|Account
01 199%-11-6399-06-042-11-

16. Review the data on the screen for accuracy.

Requisition Entry [Brenham ISD, TX]

€ Q B + E & & B H E] [E] ® @ - s e 6 # 06 0 0 & =
Back search  Browse Add Ouput  Prnt  Dipay  POF  Save  Readyfomns ReacyFormsDelivery Schedule  Attach Switch Form  Une ftems  Release A Mass  Aloate Notes  Gopy
Defiitons Alocate
dain
[ BRENHAM JUNIOR HIGH 4
2021 ® Current O Next [=]
20215024 0771972021 @] 8y [athiel
Supplies for Art e
€ General Notes ® Quantity © Amount
fendor Shipping and Billing
endor Committed 022
BRENHAM JUNIOR HIGH
1200 CARLEE DRIVE
E-Mail E-Procurement
BRENHAM ™ | [7833
temit 0 o NTAGE Email
\ddress PO BOX 105638
Bill to 750 SINESS OFFICE
Bill to email
ATLANTA Ga | [3085638
©3 Vendor/Sourcing Notes ©9 Vendor Quotes (0)
erms Miscellaneous
Siscount % 000 Type N - NORMAL -
PO
ine ltems
Line  Description Qaty Unit price|UOM Freight|  Disc% Credit Line Total | Justif
1 Red Paint Blue Paint Green Pain (15630) STAPLES BUSINESS ADVANTAGE 100 500000 EACH 000 000 500 Noth

Actorisk indicatas that additinnal natas svict far tha lins item

15



17. Then select Release from the top menu.

L Requisition Entry [Brenham ISD, TX]

€ Q = + B ox r & & B @ 2 & Y2 - s -]
042 BRENHAM JUNIOR HIGH Status 4 Allocated
2021 ® Current Next =]
20215924 07/19/2021 =] sthiel
Supplies for Art [
Quantit int

Shipping and Billing
ommitted Ship to *
Address

v r nent
BRENHAM ™
0 [=] T N Em.
PO BOX 105638 Reference
Bill to 750 N FF
Bill to emai
ATLANTA Ga | |30348-ss38
1 Vendor/Sourcing Notes O Vendor Quotes (0)
Miscell
ur 000 Type N - NORMAL =
PO
e ltems
Line | Description Vendor Qty Unit price [ UOM Freight|  Disc%
1 Red Paint Blue Paint Green Pain (15630) STAPLES BUSINESS ADVANTAGE 1.00 5.00000 EACH 0.00 0.00

You are DONE!

Once your requisition has moved through the approval process,

the Purchase Order will be emailed to you.

16



Fow o chieck where the SITION is in the

APPROVAL PROCESS

Search Requisition Entry, then click on it in the Menu.

Tyler Menu H Favorites Vi
[ Q My Favorites v
Recent Activity ~
v Munis
~ Financials Requisition Entry
> General Ledger Menu Requisition Entry (2)
v Purchasin
¢ . Account Inguiry (3)
v Purchase Order Processing
Item Order Form Requests Purchase Order Receiving
Requisition Entry ¥TD Budget Report
Purchase Order Receiving
> Purchase Order Inquiry and Reports Financials h
> Performance Based Budgeting
> Student Activity
> Employee Expense
Account Inquiry
Accounts Overview
> Asset Maintenance
> Departmental Functions
M Fuch New Munis X | %5 TylerHub-Muni X . RequisitionEntry X [5] 2020-21BISDAc X | & CAMPUSSECRET X | [ CampusSecretar X | B Add FavoritesLis X | + -] - X
C {Y & munisapp2019.brenhamisd.net/prod/munis/gas/app/ua/r/mugwec/raentpst * B » @ :
@ E eHsMath Goegraphy Class [ Baseball Remind ¥ Brenham Cub Base.. (D) £ culator... €7 SATTEST -The Coll. aer ACT TEST - HOME Amazon Smile » Reading list

n Entry [Brenham ISD, TX]

Back Search  Erowse Add U Outpu print  Display POF Save  ReadyForms  Ready Email  Schedule Attach Switch Form  Line ltems
Main
- Status
year Current Next \eeded by
* [« N Needed by =]
Jisition number Entered * =] By
al description PO expiration =]
3 General Notes eceive by Quantity Amount

Vendor Shipping and Billing
Vendor = Committed Shipto ®
Address
=| Print =] Fax =l E-Mail =| E-Procurement
Remit Email
Address Reference

17



Enter your Department/Location #, then Select
Accept

Requisition Entry [Brenham ISD, TX]

€ v 0 Al

Back Accept  Cancel Query
Main
Dept/Loc* H:l Status
Fiscal year * Current Needed by ]
Entered * 8 By
PO expiration 8
0 General Notes Receive by Quantity () Amount
Vendor Shipping and Billing
Vendor = Committed Shipto *
Name Address
PO mailing
Delivery =] Print = Fax = E-Mail =/ E-Procurement
Remit Emai
Address
Bill to
Bill to email
0 Vendor/Sourcing Notes 3 Vendor Quotes (1)

A list of your Requisition entries will appear.

€ v @ Q =

& B B & @

Back Accept  Cancel Search Output  Prit  Display  PDF Save Excel  Word
Record Year Requisition | Entry Date Description Amount |Purchase Order Status
1 2021 20215895 07/14/2021 signs for walls 1777500 20215126 Converted
2 2021 20215894 07/14/2021 Signs for walls at BJH 0.00 Created
3 2021 20215735 06/29/2021 Nurse Conference 50.00 20215008 Converted
2021 20215734 06/29/2021 Toner for printer 40072 20215007 Converted
2021 20215529 06/08/2021 4550 20214316 Converted
2021 20215526  06/08/2021 Instrument repairs 17800 20214815 Converted
2021 20215411 03/28/2021 Notary Bond Renewal 7100 20214724 Converted
2021 20215410 05/28/2021 Band supplies 10123 20214723 Converted
2021 20215206 05/17/2021 nurse supplies 1243 20214532 Converted
0 2021 20215205 05/17/2021 Repair Labor 14800 20214531 Converted
1 2021 20215204 03/17/2021 Repairs for Band 2000 20214330 Converted
12 2021 20214949  03/05/2021 batteries for testing 01556 20214290 Converted

Double click on the one you want to see the approval
process for.

18



::f- Requisition Entry [Brenham ISD, TX]

Vendor Shipping and Billing
Vendor 97324 Committed Ship to * 042 =
Name DEBRA SAUNDERS Address BRENHAM JUNIOR HIGH
0 1200 CARLEE DRIVE
d P Fax E-Mail EP t
BRENHAM 1S 77833
0 =] DEBRA SAUNDERS Email
Address Bl Reference
Bill to 750 -] BUSINESS OFFICE
Bill to email
©3 Vendor/Sourcing Notes €3 Vendor Quotes (0)
Terms Miscellaneous
Discount % 000 Type N - NORMAL ~
PO 20215008
Line ltems
Line | Description Vendor Qty Unit price|UOM Freight|  Disc% Credit Line Total |Justif
1 Virtual Nursing confemce Cooks Children's 2021 Nu (97324) DEBRA SAUNDERS 100 50.00000 EACH 000 0.00 000 5000 Noth
O Accounts Total amount 5000
Workflow
My Approvals Approve Reject Forward Hold

Once the requisition is on the screen, Scroll to the Bottom of
the page.

Line [tems

Line Description Vendor Qy Unit price UOM
1 Virtual Nursing confemce Cooks Children's 2021 Nu (07324) DEBRA SAUNDERS 100 5000000 EACH

0 Accounts Total amount 5000

Workflow Conversion

My Approvals Approve Reject Forward Hold Appravers Comvert

Under Workflow, Click the far right box labeled Approvers.

19



On this screen under Steps, use the arrows on the left hand
side of the Step box to view approvers and where/with whom
the requisition is waiting for an approval. You may click on
any approvers name to see when/if the person has approved
the requisition.

By . Work Flow Status

Name Action taken dai Action tak Action Commen t

Steps

Step Status Activated Date | Activated
» o0 Complete (Approved)

When you are done, continue to select the = Back button at
the top to back out of viewing this requisition.

20



REQUISITION STATUS CODES

You may also check the status of a Requisition once you have entered it.

Select Munis, then select Financials, then click on Purchasing, then select Purchase
Order Processing, and finally click on Requisition Entry.

or

Shortcut: Just type Requisition Entry in the Search box under Tyler Menu.

Tyler Menu

<

> Search ("faccount trial balance")

~  Munis

~ Financials

>

'

General Ledger Menu

Purchasing

~ Purchase Order Processing
Item Order Form Requests
Requisition Entry
Purchase Order Receiving

> Purchase Order Inquiry and Reports

Performance Based Budgeting

Student Activity

Employee Expense

Account Inquiry

Accounts Overview

If you know your Requisition Number, select Q from the top menu.

Search

. Requisition Entry [Brenham ISD, TX]

€« Q =]
Back Search  Browse

Discount %

+ = x =
Add  Update  Delete Output

il
ip
(i

Vendor Qty Unit price UOM _[Freight Disc% Credit Line Total Justif

21



Then Tab down three times to the Requisition number * box.

'-5:59. Requisition Entry [Brenham ISD, TX]

v @ &
Back Accept Cancel Query
Main
Dept/Loc* Status
Fiscal year * Current () Next Needed by ]
Requisition number * D:| Enterad * B By
General description PQ expiration ]
00 General Notes Receive by Quantity () Amount

v

Then type in your Requisition number and select from the top menu.

Accept
Requisition Entry [Brenham ISD, TX]
<« ~ (=] =]
Back Accept Cance! Query

Current MNext

uisition Nnumber * [ 20215735

General description

O General Notes

0]
]
o
9

1
0

ommitted

ivery method =] Print =| Fax =| E-Mail =| E-Procurement

1 Vendor/Sourcing Motes O Vendor Quotes (0)

Terms

Discount %6

Once your Requisition appears on the screen, you will be able to see the status code on
the top right side of the screen.

01 BRENHAM MIDDLE SCHOOL Status . Created
2021 ® Current ' Next Needed by it
20215731 Entered * 06/29/2021 @ By |craley
Amazon - binder supplies PO expiration
Receive by ¥ Quantity ) Amount

22



The chart below defines the valid status values.
Indicates the current approval status of the selected requisition. The following are valid status values for requisition approvals:

+ 1-Rejected: The requisition has been rejected by an approver. Click the Approvers button to view the rejection comments. To update a rejected requisition, click the

n.
m he requisition header (general) details have been entered, but general ledger (GL) details have not been entered, or the requisition has header and GL
; es not have the appropriate budget to move it o a Status 4. In this case, a budget transfer must be made and posted, after which, you can click the

Allocate button to move the requisition to a status 4-Allocated.

+ 4-Allocated: The requisition has been entered and allocated (charged) to a general ledger account and, therefore, money is being taken from the available budget.

The requisition has not been released into the workflow. A requisition must be in a status 4-Allocated to be released into the workflow; click Release to initiate the
workflow process.

+ 6- Released: The requisition has been released into the workflow and is awaiting approval. Click the Approvers button to see the current approval status.
+ 8- Approved: The requisition has been fully approved in the workflow and is ready fo be converted to a purchase order.
+ 0- Converted: The requisition has been converted to a purchase order. The number is included on the Terms/Miscellaneous tab.

If you DO NOT KNOW YOUR REQUISITION NUMBER, select ElBrowse from the top
menu.

Tab down once, then enter the current fiscal year.

. Tyler Hub - Muis Landing Pege % | . Vendors [ienham IS0, T

X b Gequsition ey [rerham 15D, X b Yendor Central X+ @ - 0 %
G & munlsapp2018brenham odfmunia/ges/spprusdt ot Q= n@
B oApp G Gocgle @ Geaghe Im '3 Baakr s Twitter Login wea ENTITYLOGIN Texa.. [l SPEC 19 Toxas &0 @ edupharial - Sehoci... (@ Aesop Web Navigat.. w [ Reading it

cBE 3

Shipping and Eilling
Ship Lo
Address

Then select v from the top menu.
Accept

23



The first of all of your requisitions will appear on the screen.

S Tyt U - Munis g g x | 015D, T x o [SrernamISD. X g vender Central x4+ o

Mairy

AR 150 MATNTENANCE
SneTH STREET

SRENHAM ™ 77833
a =] WOR-TEX INDLISTRIFS

Select Browse from the top menu.

Your Requisitions will appear in a list format as shown below.

Requisition Maintenance

<« ~ @ Q = L= & | = G Cm
Back Accept Cancel Search Output Print Display PDF Sawve Exce Word
Record Year Requisition | Entry Date Description
1 2021 20215895 07/14/2021 signs for walls
2 2021 20215894 07/14/2021 Signs for walls at BJH
3 2021 20215735 06/29/2021 Murse Conference
4 2021 20215734 06/29/2021 Toner for printer
5 2021 20215529 06/08/2021 scripts for QAP
[ 2021 20215526 06/08/2021 Instrument repairs
7 2021 20215411 05/28/2021 Motary Bond Renewa
8 2021 20215410 05/28/2021 Band supplies
=] 2021 20215206 05/17,2021 nurse supplies
10 2021 20215205 £2021 Rep Labor
11 2021 20215204 72021 Repairs for Band
12 2021 20214949 05/05/2021 batteries for testing

2021 20214944 05/05/2021 art supplies

Double click on the requisition number you want to check the status code.

The requisition will appear on the next screen and you will be able to view the status
code on the top left side of the screen.

e Tyser L - Munis Landin

< A

a7
VIOR-TEX INDUSTRIES
wailivg a
[EoC——— “l Prin

A 150 MATNTERARCE
£ SITH STREET.

SRERAM = ve33
Ramit a = WOR-TEX INDUSTRIES

aryar ™ T7e08

£3 vendorscursing Netss O venser Guatss @

Asterisk indicates that additional nates exist tar the line irem.
« < 1015289 > | =
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PURCHASE ORDER RECETVING.

From the Tyler Menu, select Financials, then select Purchasing, next select
Purchase Order Processing, finally select Purchase Order Receiving.
or

Shortcut: Type Purchase Order Receiving in Search Box under Tyler Menu.

yier Hub - Munis Landing Pege % % Purchase Crer Receing x| g vendor Cental % | + e - O *

. @ edupharial - Scpoi..

Approvals

Tyler Menu H Favorites V.

> Munis
Financials ~
~ Financials
» General Ledger Menu Requisition Entry
> Budger Processing
~ Purchasing . .
> setup Purchase Order Summary Report Tyler Links P

Purchase Order Inguiry

~ Purchase Order Processing Vandar Inqu

Tyler Search: Find jus

it you are looking for
Item Marketplace

Item Order Form Requests
Requisitions Accounts Payable System Locks

wendor Inveice Lists ;
endar inveics List n thousands of other clients anline

- Let us help you
Requisition Entry Invoice Central

Requisition Approvals
Requisition Canversion
Requisition Import EFT Selup
Requisition Export Account Inquiry
Furchase Order Entry
Purchase Order Appravals
Frint Purchase Orders endors

website: The leader in public sector software

standard PO Reports

Purchase Order Receiving Report

Click on Purchase Order Processing to bring up the screen below.

S5 Tyler b - Munis Landing Page | X | 5. Purchase Drder Receiing x | 5 Purchase Ovder Recehing x| 45 Vendor Central 0 F o o X
[ - B 2019 brenhami PENCEEEE W - B
1 Rending it g red ENTIVIOG Teua . [l SPEC:19 Tones 80 @ echupharial - Senne & Reasting fist
B
Purchase Orders: 29589 tems p - u
PO Number Fiscal Year Department Status Vendor Mumber Vendor MName Total
L]
2022 750 Printed Q72m MAGAZINE SLUBSCRIFTION SERVICE AGENCY 683
+ 2022 a0 Frinted gizm MAGAZINE SUBSCRIFTION SERVICE AGENCY 349875
2022 750 Printed o7z01 MAGAZINE SUBSCRIFTION SERVICE AGEMNCY $1493
2022 102 Printed o782 AMAZON CAPITAL SERVICE $256.38
002 n? Printed 1155 QLI CORPORATION 310032
2oz w Frinted Hdouy CINBANE 310387

The above screen shows all of your purchase orders.
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In the Search by purchase order number box at the top, type in the Purchase
Order Number you want to “Receive”.

N TerHub- Munis Landing Page - X ‘\,I- Purchess Oiced Rceing % Puachase Orter Receivig S ‘ A Puichiase Oider Receiving H y Veiidor Cenrg x| + 0 - g X
G munsapod0 beshamtnet prod ol monlsnat A est PutchaseOrdoRoceivtg IO e :

W G Gogl @t'-::r:u_ b InportedFrom B | Bk @ GongleHangouts WP Tuiterlogin ma ENTITY O Te.. I S AT, @ euphoial- S, Ew-au\::'nﬁ':'l' Havigat.. i ] Reading it

» Purchase Order Receiving Search by purchase order number

— —

After you type in your PO number, hit Enter on your keyboard.
As seen above, only that PO line will appear on your screen.

Click on the blue Purchase Order Number.

its W Twitterlogin ma FNTITYLOGIN Texa... [ SRFC 19 Tewes Ad.. @ edupharial - School.. [P Amsop Web Navigat... w [ Feating list

Ak Retun fa Tach A - Bkt

St b R
Purchase Order Details Jtems per page: u
Purchase arder Department Department des Vendor name Status Total amount
20215201 2wt o BHENHAM HIGH CUILL CORPORATION Frinted §54.90

SCHEOL
Ordered Items
*acking si

Full Line Item # Description Ordered  UOM  Receved  Receiving  Remaining

1 Dividers (1) paper clips (2) 100 EACH 100 a0 000

The screen above will appear.

If you are paying the PO in EULL, click in the box next to Close PO.

[] Close PO
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If you have more than one line item, be sure to check the boxes by each line

item.

My example below only has one line item, so | would check the out beside the 1.

Ordered Items

Recelvad date* Packing sip
w7/ =
Rl line ttemd  Descriotion Ordered UDM Received Receiving Remaining
1 Dividers (1) papse clips (2) 100 FACH 100 () 000
Then click the blue BEME button on the bottom right.
Ordered Items
Rerelved date* Packing slip
07/27/20M =]
Full line [tem#  Description Ordersd UM Receved  Receding  Remaining
1 Dividers (1) paper clips 2) 700 [ACH 100 000 000

Now you will add your Invoice.

Select & Attach from the top menu.

x| G x| + °

cccccc
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After you select the & Attach, the screen below will appear.

b Tyler Hub - Munis Landing Page X 5 Purchase Croer leceiving X “p Purchase Order Receiving ® | & Purchase Order Aeceiving ® | g vendor Central ® \ + (-] - o =
« [¢] " JpHostPurchaseOrdorReceiving/ Detalls20215201 /2021 o= @
i apps G Goegle @ Googles Imported From IF Rackmares @ Google Hangouts WP TwitterLogin v ENTITY LOGIN Texa... [l SREC: 19 Tomes Ad.. @ edupharial - Sehool.. @ Assop Web Navigat... # [E] Reading fist

Defined Mappings &

Attached Documents

Mapping Mame:

PO Receivable

Asszociated Documents

Mapping Mame Desoription

il Mevw Mapping

Click on the blue PO Receivable link under Mapping Name.

- Tyder Hub - Munis Landing - % | “ge Purchase Oider Receiving 3 g ToM % %k Purchase Orcder Receising X | “gn Purchase Order Receiving X | 5 Vendor Central ® + o - ~ *
1c9aB40 1 Bac50043da549 o= @
D =

29645

C @ tlerembrenhamisdnet/tyleremprod/viewssindexhitmi 7.

Baokmarks @ Gangle Ha < W Twitter login - mea ENTITY LOGIN Texa... [l spec: 19

Reading list

+ B SR | * 2K @ » E & e #

=10 8 Lol VIEW v &7 %
Related Documents w~ A able - 20215201 v A
Filter by: Qasgq FHEF : iz e () * LB
Date POMumber  Number  Doclype
wmn e . Invoice
. I OUIIlmm OrderDate:  07/26/2021
i e T R Ship Date: 07/26/2021
Invoice Date:  07/26/2021
— [ PO Box 37600 Due Date: 08/25/2021
s i T et Phisdeiphia, PA 181010800 TIN: 04-2896127
Ship To:
Documents W A Brenham Independent Schi Dist
Filter by: Sold To: 525 A H Ehrig Dr

Brenham TX 77833

Dare FOMumacr  Deserption  DocType

PO Box 1147

Brenham TX 77834.1147

Customer PO: paulette lander Orderft: 152256300 Invoice #: 18301776 Account #: 177237

Item Color Qty Shipped Price  Unit Extended =
Quill Invoice - Margan.pdf

Although my example above shows the invoice already there, normally the
screen will come as above except the right big square will be blank.

28



To Add the invoice, select the <+ Add button at the top of the page.
Then choose your input option:

o TyerHub - Munis Landing - X | %, Purchase Dider Recening X G TOW X W Puichase Dice Teceing X | G, Ruichuse Oide Tetsing X | 4 Vendor Cenval 4 o - 0 X
[ tylercm brenhamisdnet/tylerempeod fviewer fndes bl Poquery =882 464507 dr Sabdi 354 3da549 g (=R o H
H s G Google @ Goaples Imporied From [F Bankmares @ Gongle Hanpoots W Twitter Login— mea. ENTITY LOGIN Tea... . SREC 14 Tenes Al @ euphirial - Scnc.. E Aprp Wb Naviga... W Reading list

FROBEL 16 wE O #ELD #Y O ey 4 x

Related Documents W A | POReceivable- 20215201 v A

The 1st option is to 1 Upload an invoice you have saved on your computer.

Click the 1 arrow in the top menu. The following box will appear.

e Order Receiving 3% gh T > g Purchase Order Receiving % | i Purchase Order feceiving 3 | g Vendor Central

yieremprodfrewernindex html 2query = 852964507 deSahanl 63ac50d43da 549

e Honprurs W Twiterlogin mea FNTITYLOGIN Texn.. [l SPEC: 19 Texes A @ eduphorial - Scancl.. @9 Amsop

Import Document

CHOOSE FILE

importing multiple files is only compatible with images
& JPG). ANl other files, such as POF, must be selected

Click on the grey Choose File button. Then navigate on your computer to
where the invoice is saved. Double click on the invoice once you have located it.

Import Document

On this screen, click the bluelliges box.
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+ a8 & = * = 8 & @ » = 10O = VIEW v & %

Related Documents ~ A ~ A
Fiter by Qasia M : ww €Y s 3
ot o s .
Alamo Music Center
42% N Main Ave ‘
on g
il N~ A
Filter by Ship To:
fr—

Acct Balance 24543.00
Amt Due 19079.00

PRICE EA TOTAL|
731148 80123150 213 Professional A Clarinet 27€1.00 T61.00
Micksl Keys

20210208 paf

The invoice will appear in the large white box to the right.

Now you will need to click the B disk on the top menu to Save the
document.

Your screen will blink, then the invoice image will reappear in the box and there
will be a Date and PO Receivable line showing in the Documents box on the
bottom left of your screen.

;;;;; Pam
Invoice
Order Date: 07/26/2021
Ship Date: 07/26/2021
Invoice Date: 07/26/2021
Due Date: 08/25/2021
TIN: 04-2896127
Ship To:

Document ~ W S;zn:‘:m;:‘nde;end?ﬂ[ Schi Dist

Filter by Sold To: rig Dr

Brenham TX 77833

Brenham Independent Schi Dist
amman wmen e — PO Box 114

1
Brenham TX 77834-1147

You can now close out of this screen by using the X in the top right corner.
Then close the Defined Mappings by clicking the X in the top right corner.
Continue to back-out of each screen.
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MAKING ONLY PARTIAL PAYMENT FOR PURCHASE ORDER:

DO NOT check the box out beside the CLOSE PO box.

If you are NOT paying the Purchase Order in FULL, you will only check/select
the boxes by the line items you HAVE received and
WANT to pay.

Then proceed through the steps as outlined in this document to complete the PO
Receiving process for only those items.
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AcCCOUNT TRIAL BALANCE

To create a trial balance type in the Search bar under Tyler Menu:

Account Trial Balance

e HUD - Munis Landing Pege X S Vendors [Brenharm 1ST, TX] 3 | i Aequsiton Ertiy Brenfiam 15D, % | vendor Central x + o - [ o

play/653002a0-bc23- 4T7-Bect3-1 26331 4683 > @ =

< @ tylerhuborenhamisd netPage/ T

E Bankmarks @ W Twitier login e ENTITY LOG

Approvals

Tyler Menu H Favorites

Purchase Order Receiving Report
Q. account trial balance|
Requisition Entry

> Munis Purchase Order Change Orders
> Financials 4
Vendors N -
> Human Capital Management Tyler Links » i
> General Revenues wendor Central
> Property 2n Accaunts Payable System Lacks Tyler Search: Find just what you zre looking for
> Asset Mai .m:n.anc:: Standard PO Reports Tyler Community: Join thousands of other clients online
»  Other applications .
> Departmental Functions General Journal Entry/Proof Y
> Sysiem Administration Convert RO 1o PO - LMLV, Tyler Tech website: rin public sectar software
> Help

PO Encumbrance Import - UM, LW

Cash Disbursements Journal

Wendors

Then select Enter on the keyboard.

& s - Muns Lancing Feas X S0, x| b mequsison Ery @ x | $ wendor Central = | + o — O =
@ lerdub » Y2 an-be2I-dciT-Sed3-b1263a1 o * = e N
G Grmgle @ © Baakmare: @ g rma EMTITV LOGIR Tezn, & amop - w [E Resding G

Approvals

= tyler

Tyler Menu H Favorites technolo
Furchase Order Receiving Report
[ account wial batance ]
Entry
< search (account tril balance) Prurchase Order Changs Ordars
Account Trial Balance e
Account Trial Balance Report vendors Tyler Links P

~ Munis wendor central

Financials Search: Find just winat you are looking for

Human Capital Management
s

Arcounts Payable Sys
s of other clients anline

ity: Join tho

S1andard PO Reports

——

eral Joumal EntrysProo

e: The leader in public sector softwars

vert RO 1o PO -UNL W

PO Encumbrancs Impert - UM, LV

System administration Cash Disbursements Journal

VVVVYVYVYY

Hel Vendors

Then click on Account Trial Balance in the dropdown menu.
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The program displays the GL Segment Find screen as shown below.

Q = & & B = 5 (R © o

Back Search Output Print Display PDF Sawve Excel Report Brief Format Display
Options Format

Report Options

Print (D)etail or (S)ummary *
Fiscal year-to-date version =

.

eporting year *

Reporting from period to*
Journal Detail from B to )
(B)alance sheet or (A)ll accounts *
Roll up projects to object level =
Omit zero balance accounts =
Sort By =
Print org code =
Print full GL account =
Print fund header and org/obj on total line =
nclude page break between funds =
Amounts/totals exceed 999 million dollars =
Print report options =
Exclude fund balance YEC/AJE for prior years =

Select the Q Search icon from Menu, then complete one or more of
the segment boxes to create an active set that matches your criteria, or
leave all the segment boxes blank to create an active set containing all
accounts. You can also select accounts by type or status.

Ve @ =1
Back Accept Cancel Query

Find by Segments

Fund 199

Function 11—

Character code
Account type A
Account status -

Select ¥ Accept from the ToolBar Menu.
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The following screen will appear - at the bottom it shows how many records were
found.

On the above screen, be sure to look at the Reporting Year Date and confirm
Reporting from Period range is correct.

Select ¥ Accept from the ToolBar Menu.
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The value of the Execute This Report is Now.

prer x| g Vendors [Gennam 1S5, 7 % | . Requisition Entry Mrenhar X | g Vensor Central x| + e - ©- =

N Tyter x g nec x e

Select an output option from the top menu to view/download the report -
[JPDF or SiExcel

Click on the download folder at the bottom of the screen to view your report.

Below is an example of the L& Excel format of the Report.

E 9 Account Trial Balance ¥ 3 o
File Edit Wiew Insert Format Tools Addons H

- E AT

i RUM: 2w 15081 68

Below is an example of the PDF format of the Report.

b Tyier Hub - Munis Landing Page ¢ | i Aeceunt Trisl Belence [drenniam | X & ACCOUNT TRIALGALANCEFOR | ® e - 0 x

Brenham ISD, TX
ACCOUNT TRIAL BALANGE FOR FY21/SEP TO JAN

35



accCouNnT IMQUIRY.

The Account Inquiry program provides both summarized and detailed history for
a selected set of accounts, with a focus on current available budget amounts.
Though you cannot modify data in this program, you can view data and create
reports.

The information displayed in the columns depends on the permissions set for
your role in General Ledger Roles. This program is subject to fund and org code
security, limiting you to viewing only the accounts to which you have access.
Additionally, the fields on the tabs within this program vary based on the account
type.

Account Inquiry is also subject to data restrictions by year. Access can be
restricted by prior year, current year, or next year. If you have access to
current-year data, you may view months and CFWD. If you have permission to
access prior-year data, history is available.

To open Account Inquiry:

Under Tyler Menu, Select Munis, then select Financials, and finally Select
Account Inquiry.

@ IS0, T X | g Tyler Search = | + o (] B

Tyler Menu H Favorites P [ ) technologies

Financials -

~  Search (‘'account inquiry’)
Account Inguiny (3)

~  hunis Tyler Links s i
¥ Financials vendor Inguiry
> General Ledger Menu gl Tyler Search: Find just what you are looking for
r i vendar Invoics S v
* Budget Processing ndar inveles List b mmunity: Join thousands of other cliems online
> Purchasin 4 s Payable System Locks
- <l 9 Accounts Payable System Loc Tyler Support: Let us help pau
> Accounts Payable - :
Invaice Cantral

> Inventory Management Tyler Tech website: The leader in public sector software
> Cash Management Standard PO Reports
> Capital Assets EFT Setup
> Performance Based Budgeting

= Account Inquiry
>  Student Activity
> e Order Receiving Report

Employee Expense Purc

Account Inquiry
Accounts Overview
> Human Capital Management

Purchase Order Change Orders
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e From the Screen below, you will select 9 Seg Find from the top menu.

VSDT X e Account Inquiry [Breham 50T X | g Tyier Search x|+ o

. TyerHub - Munis Landing Pege X %

Logn  rea ENTITYIOGIN Tesn.. [ SPEC 19 Tewas . @ eduphoriat- Shos.. (GP Arsnp Web Navgar w [ Aesting e

oe

Fiseal Vear 2001 Fiscal Vear 2000 Fiscal ¥ear 2019 Fiscal Vear 2022

On this screen, you will enter the Search Value for the Account you want to view.
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http://help.munis.com/2020.1/GL/Content/Programs/glactinq05.htm

Click v Accept.
The program returns to the main Account Inquiry screen and indicates the number of
records in the active set.

AYEAR COMPARISON  CURRENT YEAR  HISTORY 4 YEAR GRAPH  HISTORY GRAPH

Fiscal Year 2021 Fiscal
2

If more than one, you may use the arrows at the bottom of the screen to navigate through the records.

To view actual/individual line item details, Double Click on the “* Yellow Folder out
beside Actual (Memo)
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N Tyler Hub - Munis Landing Page X %
c

G Google @ (ool

Agcount Detail

Imported From [F

x +

'] Hll.lIi'.ﬂ|.‘:I‘r\nIQ.l."Z"I|IﬂlIIi'.l:.lII'|."||-(|Z|;'IHII'|'n"l|ﬁ'\-'.||.‘|I.".Ir|-".-"II‘.\'|l\'Z .":|| acting

Rankmarks

@ CongeHngous W Toiter Login med ENTTY L0GH Tesa.. [ SBEC: 9Temes &, @ edupborial - Schosl..

0 — 0 X

A N :

[ Aesop Wb gt "

Reeacing fist

VRPer
¥ 021111

el FIF Ot

20208
0209
202108

i
¥
¥
i
¥ 202103
¥
¥
¥
¥
¥

To view Encumbrances details, Double Click on the

Encumbrances.

S

COutput

&

Pring

Reft

012107
024593
012107
002685
[REET
w2
001158

94593
001155

e Tyier Hub - Muris Landing Page X k,'- Aecount Detail

@ & =

@B b B @&
Display ~ PDF S el Detal  Journal

Agpravals

A 168-41-£398-00- 75095

Arraunt Deseription (eneral Supphes-Business Oth

Prosject String  PO/Ref? Ref3| Refd

Aricuint

5 428

2021157 1887
4162

20213736 585 138
20214734 55 63300
H

2214425 55

2021409 532
20214002

X+

] muanisapo018 brenharmisclnet/prod nunls/ges/apn/ual mugwglacting

Wi G Gorglk @ Graghs

Account Detail

Imperted From [F

Taokrares @ Gongle Hangruts W Twiter Login -+ mea ENTITY LOGIN Texa

Chieck # | Warrant Vendor
A5d18

Comment
C72021tp ATAT MOBIL ACCT 483

oucher | Carry Forward

DE2satak CTIBANE - Aits & A 3 Kids Pizza N

0624z 1ak ATAT MORIL N
SCHULENBU Envelopes N

j CP-DBS LLC Annual 4 N

ATET MOBIL I}

051821ak QUILL CORP Tar: H

I}

4690 D42521aF OTIBANK N
54617 421214k QUILL CORP Supplies [}

4334 (42121ak ATET

billing N

Yellow Folder out beside

o - 0 X

Y

. @ edupharial- Scho,. C Reating list

Acoegt Cance Search

Org 190240 |Object 630

Postint YR/ louirmal |EFf Ot
¥ 021110 655 062921
¥ 01 19 Dgt
i 000 10647
¥ 208

i 021108
¥ 0208
¥ e
¥ 02108
¥ 210
¥ 02108
¥ 210
¥ 10
¥ 18
¥ na1in

Refl
[R4599
(02695
[AREN
i)
[R459
01155
01155
(84593
01155
01133
(44599
w1133
LY
(02685

count 199-41-330-{11-750-98

Arcount Descriptic

Gneril Supplies-Business O

POMei? Rof3) Rofd
214337 STOR LICINY
2213796 5632 LGNV

Arnuant
11647
115

Project Siring

214734 546 LICINY 635,00
2174 PO CNTYRR 3500
21437 A0 ENT/RRF 1697
214425 5601 UGNV -
214428 PO ENT/2RF B
2211092 5523 LGNV -ise
214002 4941 LGNy 180
21002 S LGNy 155,55
A21408 P ENT/RRF 0199
21002 PLLENT/PRR ]
3565 W7 LGN 1530
213706 B0 ENT/ZRF 1%

Check# | Warent Vendor — Comment Voucher Cary Forward
OTIRANE  Arts & Appetioers Kids Piz2021 N

SCHULENDU Civwelipes bl N
(DB, [LC drmual Agresment 2021 N

QA0S LT Aniual Agreermient
OTIRANE

QULLCOR?
QUILLCOR
CTIBANE  Cilibark
QUILLCORR S
QUILLCOR?
OTIRANE

At & Apy
Tarer Callection Uait - 2021 il
Taner Cellection Uit N
i N
2021 N
02 N

(it
QUILLCOR Supalies N
AMAZON C Basebal Talgate Supglies2lZ1 N
SCHULENRU Cnveloes N

Continue click the € Back Button to close out of the screens and back to your Main

Menu.
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BUDGET TRANSFER INSTRUCTIONS

From the Munis Landing Page, search Budget Transfer.

M Inbox (20) - < X | M Inbox (M) -sje X | & CAMPUSSEC x | [B 8BudgetTrar X G- TylerHub-I X i BudgetTrans X | . TylerSearch X | @ Policy Cc

< (&) Q @ tylerhub.brenhamisd.net/Page/Display/65d0d2ae-bc23-4df7-9ed3-b1263a1e468d

= oapps @ D BHS Math Goegraphy Class [ Baseball Remind ¥ Brenham Cub Base.. () AlgebraCalculator... €7 SATTEST - The Coll...  aer ACT TEST - HOME

Munis Landing Page

i O

Approvals

Tyler Menu : Favorites 7’

F |
X budget transfer nancisls -

Requisition Entry
~ Search (‘budget transfer’)

Budget Transfer Approvals
Budget Transfers and Amendments (2) Purchase Order Summary Report Tyler Links
~  Munis

> Financials
> Human Capital Management Vendor Invoice Lists Tyler Community: Join t

N Canaral Daam ne - B e -

Purchase Order Inquiry

Wendor | i
endarinquiry Tyler Search: Find just w

Click on the Budget Transfers and Amendments.

M Inbox (20)-c X | M Inbox (7)-sie X | & CAMPUSSEC x | B 8BudgetTrar X | i TylerHub-N X i BudgetTran: X  ~gh TylerSearch X | @ PolicyCodeF x | =+ o - x
C (Y} @ munisapp2019.brenhamisd.net/prod/munis/gas/app/ua/r/mugwc/bgamdent H B s QO :
D Apps @ [ BHS Math Goegraphy Class  [] Baseball Remind ¥ Brenham Cub Base.. (O Algebra Calculator.. €3 SATTEST - The Coll.. acr ACT TEST - HOME Amazan Smile » Reading list

<« + &= x =2 & [E] = 5 ) P - ° o (= (o] L
Back Add Update  Delete prit  Display  PDF save Bxcel  Emal  Scheduie Attach Period  Releasse Output-Post  Lines

Journal Details
Clerk
Fiscal year

Period
Journal

Journal reference
Journal reference
Short description

1

curring journal

er user defined info

Workflow

My Approvals Approve Reject Forward Hold Approvers

Defines/Searches for existing journal.

0of0 > | »

Click 4 Add from the top menu.
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M Inbox (29) -

C Y & munisapp2019.brenhamisd.net/prod/munis/gas/app/ua/r/mugwc/bgamdent

i oapps @ B BHS Math

X | M Inbox()-sie % | & CAMPUSSEC x | [B 8BudgetTrar X | ‘g TylerHub- N X

Goegraphy Class  [[J Baseball Remind ¥ Brenham Cub 8sse.. (2 Algebra Caleulator..

Budget Transfers and Amendments [Brenham ISD, TX]

x . TylerSearch % | @ PolicyCode F X | + o - X
* B »@ :
6 SAT TEST - The Coll... acr ACT TEST - HOME Amazon Smile » Reading list

€ v @

Back Accept  Cancel

Journal Details

Clerk

Fiscal year *
Period

Journal

Journal reference 1

07 =2
1
1
Amendment ty 1
Budg ction inclusion Continuing -
Amendment status
Workflow
My Approvals | Approve Reject Forward Hold Approvers
Enter the fiscal year for the journal
0of0 5 »

« <
H L Type here to search

TAB down to the Short Description box, type Transfer

M Inbox (29) - dsej= X \ M Inbox (7) - sjezier X \ & CAMPUS SECRET X \ B 8 Budget Transfer X | i Tyler Hub - Muni X

C {} & munisapp2019.brenhamisd.net/prod/munis/gas/app/ua/r/mugwc/bgamdent

#oapps @ E BHS Math Goegraphy Class [0 Baseball Remind 8 Brenham Cub Base.. (Z) Algebra Calculator...

Budget Transfers and Amendments [Brenham ISD, TX]

€} SATTEST - The Coll..

B Transfers X

acr ACT TEST - HOME

b Tyler Search

x| + o - X
* B @ :
Amazon Smile » Reading list

+ B X a B & & ]
Back Add  Update  Delete Display PDF Save Exce Email  Schedule
Journal Details
Clerk Shannon
Fiscal year 2021
Period 1 JuL
Journal 462
Journal reference 1
==}
1
co 1
Amendment type 1
Budg ction inclusion Continuing -
Amendment status Held
Updat a
Enter user defined info
Workflow
My Approvals Approve Reject Forward Hold Approvers
Defines/Searches for existing journal.
€ < 1of1 > [ »

e 0

Period Release

0] L

Output-Post  Lines
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Continue to TAB down until the screen below appears.

M Inbox (29) - dsej= X | M Inbox (7) - sjezier X | & CAMPUSSECRET x | B 8BudgetTransfer X | & TylerHub-Muni: X % Budget Amendm X g Tyler Search x| + o
C Y & munisa PP2019.brenhamisd.net/prod/munis/gas/app/ua/r/mugwc/bgamdent * B @ :

= oapps @ [ BHSMath Goegraphy Class [ Baseball Remind 8 Brenham Cub Base.. () Algebra Calculator... §7 SATTEST - The Coll..  acx ACT TEST - HOME Amazon Smile » Reading list

"E:E?- Budget Amendment Detail Lines

111 4 nsfer Eff
al Lin
Line | T Accoun 't Number Commen t Ref 1 Eff Date /D Amount
1[E 07/29/202 | B8

£ Add'l Description

Journal Totals

Account type of account to be entered.

ﬂ L Type here to search

Enter the Account # you want to ADD/INCREASE the money TO.

TAB over to Comment Box, type COVERAGE OVERAGE.
When Adding $$ - it Increases (I) the amount.

TAB until you on the next line to enter the Account # you want to
SUBTRACT/DECREASE the money FROM.

When Subtracting $$ - it Decreases (D) the amount.

Click ¥ Accept on the top menu.

Then click € Back on the top menu.

Then select 9 Release from the top menu.

You have now completed your Budget Transfer Request.
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YTD BUDGET REPORT

From the Tyler Menu, select Munis, Financials, then select General Ledger Menu.
Then, select Inquiries and Reports.

Finally, select YTD Budget Report.

M Foed: New Munis b g Tyler Hub - Mun Ed 'is:s ¥TD Budget Rep > | E
< O & tylerhub.brenhamisd.net/Page/Display,/65d0d2ae-bc
EE Apps = E BHS Math Goegraphy Class a Baseball Remind l&l Br

Munis Landing Page

Tyler Menu

[ |

(11
sl

> Search ('yvtd budget report’)
~  Munis
~ Financials
~ General Ledger Menu
Set Up/Chart of Accounts
Miscellaneous Set Up
Journal Entry/History
End of Period
Inquiries and Reports
Account Inguiry
Account Central Munis=Financials>General Le
Accounts Overview
¥ TD Budget Report
> General Ledger Report Templates
Last Year Budgetary Report

Historical Actuals Comparison
Elavilkkila Darimoved Dot

%

1]
m
{ vVVVYyY

|.|.|
Tir

To Create a Report:

Click QSeg Find to identify accounts by segment, or click Search on the
toolbar to identify accounts using the fields on the main screen.
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€ Q = 8 B B G B @ s PRy
Back Search Output Print Display PDF Save Exce Word Seg Find Report

Options

Account Rollup

Rollup code
Account Type/Status

Account type
Account status

From eSeg Find, complete one or more of the accessible fields to
create an active set matching specific criteria, or leave the fields blank to create
an active set of all object codes.

GL Segment Find [Brenham ISD, TX]

L v @ =]

Back Accept Cance Query

Find by Segments

Fund 199
Function | 11|
Object

SubObject

Organization

Proglntent

Project

Character code

Account type -
Account status -
Rollup Code

Click + Accept on the top menu.
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The program displays the number of records selected in the status bar.

YTD Budget Report [Brenham ISD, TX]

unt Type/Status
type =
status =

Find records using the seg-account method.
38 Record(s) found

Click eReport Options.

Report title VEAR-TO-DATE BUDGET REPCRT

PRINT OPTIONS ADDITIONAL OPTIONS

Please note: The Current Year/Period (2021 99) is saved as the Default. This
will run the report from the beginning of the school year to the current month.

If you want to run only one month, please change the Iperiod accordingly. This
will then select only the one month entered and set that month as the Default.

45


http://help.munis.com/2020.1/GL/Content/Programs/glytdbud03.htm

Next time you go back into this program, be sure to change the /period again to
reflect the full range (99) or whatever month you want to view.
Select your report preferences.

Click ¥ Accept.

Then select € Back from the top menu.

If you select the [ PDF option to export the report, the PDF will pop-up on your

screen. You

w | g WTD Dudget Report

- TylerHub - Munis Landing Pege %

TRAR SRR RIRRIR RIS SRS

inndcbld hoschfnladdachdfmadadmy®ittpsdmur

may print from the screen.

[Brenham IS0 > e repor2dZ107251151 251 pal » s report202 1072611500784 adl Ed D

A Toparfprivatefdce 142061 Taaz 1dI86L59cT!

Ad.. @ eduphorial - School. [ Aesop Web

Rookmarks @ Gangle Hangruts

NI N

Lusniszc waws wiSC. ewpense-sus

TATAL fenecal Op Geseral Ad doeeslla

EE

19z0s3sc pasy Fusplies mducatis

TuraL neneral op censral ad miscella
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Select ¥ Accept from the top menu. Then the Excel format report will download
to the bottom of your screen.

g Tyler Hub - Munis Landing Pege X ¥ Em reooitIZINTEESIBEA X | = TIENSTEAEA X 4 e - 0O B

& @ munisapo2019 e

e @ Goagle

rea ENTITVLO T E @ cdupharial - Sehont

Rallup code

Account Type/Status

Define sequencing, totals, spacing, etc

Double click the downloaded file at the bottom of the screen. This will open
the & Excel format of the report.

GRREIIEFLAW

kimarics ma EMTITY

W Help 3
- = 12 + B F U A # co@ Q- =
¥ 1 z ] 2
B munis 7 o — * fec
HOME  INSERT  FAGELAYOUT  FORMULAS  DATA  REVIEW Shannon & lesiceski - bre
o o = £ oA i
< = = & > Teutt ' = :
y _ zabn 1 Ly o e et ST ¢ & - Z T “ lo
@ rou- - -A. = = &= 3= [ Merge & Conter = Coll et Delete  Sona & Ly
- - - 7 rilter - sesect -
= ot " = = Calz i -~
a1 - FLIMD -
! c D E F G 1 1 1 -
1 ors oBs PROJECT ACCOUNT ACCOUNT DESCRIPTION TvPE ROLLUP SUB-ROLLUP ORIGINAL APPROP  TRANFR
2 19w 1ma1wole  erig 10U-91-61Z0-WE-750-00-  Salaries Or Wapes For Suppeort E o
3 1199 141wWo1e G146 199 31 G146 WS 75099 Teacher Retirement/Trs Care E [
4 1941 Wn1e Tatal 1941010 Geaeral Administrati 0
s "ag “1eooazan B11a 199-91-6119-D0-T50-99-  Professional Personne! E “5100 104,230
5 Mas 10801240 B129 199-11-6125-D0-750-9%-  Pare-Professional Personnel 3 5100 203,203
7 Mog Towoazan  B139 159-41-6130-D0-/50-99-  In District Travel £ 100 00
& 100 "oo0szen G141 199 41 6141 00 75099 FIB M - Medicars E G100 4,051
a Maa “aonazen w143 196-41-6147-00-750-99-  Health Insurance F w100 13,178
10 f1a9 “19ooazan  b143 199-91-6143-D0-750-99-  Workers Comg. E “s100 333
11 M39 10804240 BLIS 195-11-5116-D0-750-99-  Teacher Retirerne 3 5100 5,638
12 7199 1op0azen  BR1Z 199-41-6212-D0-750-99-  Audi ictwide E (71 46,315
13 100 1on0azan  B214 109 31 G214 DO FS009  Lobbying E a5
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17 7199 "ovpazan  bave 199-31-6399-D0-Y50-99-  General Supples-Business OFfi E G300
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NEXTYEAR BUDGET ENTRY

To add next year budget requests into Munis:

1. Open the New Year Budget Entry program.
Financials > Budget Processing > Next Year Budget Entry

b Tyler Hub - Munis Landing Page % 4 -] - (=] bad
&« < a wylerub
- @ o

mma ENTITY (O3

*
= Approvals
Tyler Menu H Favaorites
~ Financials
> General Ledger Menu Financials ~
~ Budget Processing
Define/Start Budgel Proiection Requisition Entry
Budget Settings i M T - Budge! " | Inquiry
> Salary and Benefit Projections Purchase Order Summary Report Tyler Links P
Central Budget Entry
Mext Year Budget Entry vendar Inquirg ch: Find just w
Budget Scenarios Vendor Invoice Lists iy Jorn theusands of ather cients anfine
Roll/Facter/Merge Projection Accounts Payable System Locks - n
e Nesxt Year Budget Reports yler Support: Let us help you
Manthly Budgst Amounts Invoice Central Tyler Tech wehsite: The leader in public sector software
o Budget Forecast Standard PO Reports
Mext Year Budget Projection Comparison EFT Setup
Nesxt Year Budget Future Years
> Account Inquiry

Next Year Budget Historical Comparison

Cumrent Audges -

Account Find Criteria

Funa

Account Type
Account §
Anlup
Sub-Fiollup Tode
Character Cods

Frter the projertion number ta he wsed.
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3. Click ¥ Accept
The segment Find option displays the GL Segment Find Screen.

4. Click ¥ Accept and then select S Update .
To view account detail, double-click an account line.

On the screen above, enter the amounts for each line item under 2022
Assist/Pri Amount. The total amount should not exceed the allocation provided
from the Principal/Director of Business and Finance.

Finally, Click ¥ Accept , then € Back out of all the screens.
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TO UPDATE A BUDGET DETAIL ENTRY
To make changes to the detail lines:

Click F# Update from the top menu. Tab to the line amount you want to change.
Enter the updated amount.

Then click ¥ Accept from the top menu. Then € Back out of the screens.
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FLEXIBLE PERIOD REPORT

The Flexible Period Report program prepares and prints a report for a fiscal year or
other specific time frame. Use this program when you must report on a specific fund to a
funding source that has a different fiscal year.

Search Flexible Period Report in the search box under Tyler Menu.

Click on Flexible Period Report when it appears in the dropdown menu.

e Tyser Hub - Munis

B Home Paga L]
Approvals ™) ...
= Tyler Menu .. ...
Tyler Menu H Favorites V- .. technologies
® +r Favorites
X FLEXIBLE PERIOD REPORT Financials
5§ Pages v ) ) Requisition Entry
~ Search (FLEXIBLE PERIOD REPORT')
+ Flexible Period Report chase Order Inquiry
~ Munis e Order Summary Raport Tyler Links s
~ Financials ndor e
~ General Ledger Menu Vendar Inquirs Tyler Search: Find just what you are looking for
> Setup/Char of Accounts Vendar inuics Lists Ty munity: Join thousands of ather clients anline
> Miscellaneous Set Up Accounts Payable System Lacks oy
> Journal Entry/Histary \veice Central !
> End of Period veles Dentra Tyler Tech wehbsite: The leader in public sector soliware
~ Inquiries and Reports d PO Reporls
Account Inquiry FFT Setup
Accaunt Central R
Accounts Overview preourt inguiy
I Edit Content ¥TD Budget Repart Purchase Order Receiving Report
> General Ledger Report Template Vendors
L Sellings ’E_Sl f_Ed' Budgetary HEpG'_l Purchase Order Change Orders
Histarical Actuals Comparison
Flexible Period Report Paid Invoice Report
> - Fun .
< Major Fund Report Purchase Order Recaiving

To create a report:

1. click © segment Find.
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2. Complete the fields to create an active set.

b Tylerhlub-Munis Landing Page X 4 GLSegmentFind [brenham 150 X+

a0 2019 brenhami

C am
<]

Gocgle @ Geagle Im

wpouts W Twitter Login e ENTITY LOGIN Texa,. [l SREC 19 Tenes . @) etuphorial- Schooi.. [ Aesop Web Mavigat... w (B Feading it

3. Click ¥ Accept from the top menu.

4. Click Report Options
Complete the fields, as appropriate, to define the report criteria.

g TylerHub - Munis Landing Page % 5 Repert Cpliors ® o+ o r ®

o= @

9 Readfing list

G @ munisapo019.brenhamis o frnuinis/gasapnyualrmusgwe gkt

« G Gogle @ Googles Imporied From |E Baakmarks npoats W Twitter Login - ma ENTITY LOGIN Teva... [l SPEC: 19 Toes 2. @ eduphorial - Scwon.. B Aesop We

3 Report Options

Account selection

TLDGILE PERIOD REPORT

Actualsfencumb from year e period
ta year 2 period
ot Byt year ]

budg
Fui -
-
Cerils in butigel amaunts hd
v
1 el
-

wear/period

When s the repart 1o be exeouted?
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5. Click ¥ Accept.
If you selected Now from the Execute This Report list on the Report Options

screen, you must exit the Report Options page, select the € Back button.

Then select an output option, [l PDF or 5 Excel, from the top menu to
produce the report.

The first example below is a [ PDF report and the second one is an 52 Excel
report.

+ T

E

=
=
=

EH 9 - 95_ 18506 MURtemBZ107 261134154 F22540001 300 - Excel T e - F X
HOME  IMSERI  FAGELAYOUT  FURMULAS  DAIA  REVIEW  VIEW Shanncn K leriersii -
=¥ o . . — AutoSun -
, ot Calibn AKX T == @ Sewnp et taneral - HE # | Mormal Bad Good € =X (o E e ’E‘T ﬁ
P 3 copy - Comditional Forma I : : Delete F e & Find &
e Bru- T- &-A- === =% [EMogehtoner - §-0% » 4 5 Conditional Format as Neutral calculstion | [ETUT RN | Imert DeleieFommat . Soi& Find 2
- Format Puiner B Formatting * Table* - - - | Filter = Select -
Ut = o 3 aligreren " Fumber " siples Culs ting -
125 - S v
A B C i E F G H 1 1 K L M [ o o] I 5 T u
1 |FRON 2021 11O 202z 10
2 CHIGINAL |HANFRSS HEVISED AVAILABLE PL
3 ANFROD  ADUSTRTS BLDGFT  ACTUALS FNCUMBRBUDGET  LSED
a
5 A1 General Administration
7 |199-41-0118-00- O0-99- F 120612 © 1206127 1005095 O 11096L1 B30
A1 41 G129 00 750 00 F 221507 0 231507 M0F0L0E 0 1030 A10%
9 |199-41-6119-00-750-09- | 00 o EN 5 o 775 Ral%
10 159-41-6141-00-750-98- F AGZE [+ 4623 411.03 o 421657 Bl
11 |199-11-6112-00-750-95- | 12118 o 12119 101174 0 11107.26 B30
12 | 199-81-6143-00- /50-99- ¥ 433 [ EEEI- ) O 3943 B
11 (199 81 614600 750 00 T 6124 o 0124 22604 O B80T06 250%
14 [199-841-6712-00-750-00- £ 49685 o 40685 0 0 40685 Q.O0%
15 |199-11-5214-00-750-58- L 750 [ 750 o o 750 00

42 lamn ar mven me amn o - nean - nenn ann - - [Rp—

If you selected In Background (Now) or At a Scheduled Time from the Execute This
Report list, the Munis Scheduler program opens.
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GLOSSarY.

A record that reflects increases or decreases in an individual asset, liability, fund
balance, revenue, or expense item.

account number
A notation used to identify a specific account.

accounting
A standardized process for recording and reporting financial data; accounting is
governed by principles and rules.

accounting period
The time covered by an income statement (also known as the business cycle). For
example, month, quarter, calendar year, or fiscal year.

accounts payable (AP)
Amounts owed to others for goods or services received, but for which payment has not
been made.

accounts payable control account
A general ledger liability account containing the sum of all approved payments
(payables) owed to vendors for goods or services purchased.

accounts receivable (AR)
Amounts due from others for goods purchased or services rendered, but for which
payment has not been collected.

accrual accounting

An accounting distinction that indicates when a revenue or expense is officially
recorded. Accrual accounting records a revenue or expense when you become aware
of it, even if money has not yet changed hands. An expense account is debited when
the invoice is posted and the money held until a check is issued. A revenue account is
credited when the bill is created and the money charged to the anticipated revenue
account.

accruals

Amounts of time or money accumulated periodically. In Payroll, this refers to vacation,
sick, and personal time balances. This is the table where paid time off and comp time is
recorded as being used.

active set
A collection of data that matches a query or other specific search criteria.
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actuals

The year-to-date closing balance of the account for the period designated. Before an
amount is added to the actual balance, it must go through end-of-period processing. In
the case of an expense account, this figure would represent total expenditures closed in
the period.

adjusting entry
A journal entry that reverses or corrects an existing entry or changes the balance in an
account.

allocation
Distribution of funds or costs to one or more accounts.

allocation code
A code used to distribute an expense across several expense general ledger accounts
on a predefined percentage basis.

appropriation
Money set aside for a specific purpose. (In General Ledger: An amount that is legally
authorized to be expended. In Budgeting: A one-sided budget amendment.)

asset
Property or items of value. Assets are designated as proprietary or governmental.

audit trail
A history of changes for an account.

backup
A copy of existing data. Backups are typically created as a safety precaution in the
event of system difficulties or data corruption.

balance sheet
A statement of assets, liabilities, and fund balance at a particular point in time.

batch
A collection of similar items grouped together for processing. For example, a batch of
invoices, purchase orders, or cash receipts.

bid
For supplies, services, or property, an offer of what one is willing to pay for or to accept
for payment.

bidder
Someone who makes an offer to purchase or complete a task for a specific price.
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budget

An itemized list of the amount of all estimated, anticipated revenue, with a list of the
amount of all estimated costs/expenses for obtaining this income for a specific period of
time, typically a year.

budget level
An approval stage for a budget.

capital asset
A long-term tangible asset that is not expected to be converted into cash in the current
or upcoming fiscal year.

carryforward method
A method by which open purchase orders are handled at year-end.

case sensitive
The difference between uppercase and lowercase letters. For example, a field that is
case-sensitive accepts ABC as a different entry from abc.

cash deferred accounting
Accounting within which revenue is not credited until it is actually received. A deferred
revenue account is credited in the interim.

cash disbursement
Cash paid out.

cash receipt
Cash (currency, coin, check, and so on) received.

character code
A code that links a group of object codes.

charge code
A code that represents a bill detail line. For example, a charge on a tax or utility bill.

chart of accounts (COA)

A list of all asset, liability, fund balance, revenue, and expense accounts identified by an
organization and made available for recording transactions in the general ledger. Each
account has a unique name or identification number.

check reconciliation
The process of marking checks as cleared once they are returned.

check run

The processing of checks to pay outstanding bills or to payroll obligations. Check runs
are identified with a unique identifier. Check runs may be referred to as warrants.
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commodity codes
Codes that standardize information regarding purchased items.

contra account
An account with a balance that is intended to be the opposite of the normal balance for
that account type.

contract
A legally binding agreement between two or more parties regarding the exchange of
goods or services for payment.

control account
A balance sheet account that reflects the total of the balances in the respective
subsidiary ledger.

credit

The reduction of an asset or an expense. (In General Ledger, an amount recorded on
the right side of an account. Assets and expenses are decreased by credits; liabilities,
fund balances, and revenues are increased by credits.)

credit memo
A negative invoice due to an existing vendor credit.

database
A collection of data organized to reduce redundancy and optimize processing that can
be accessed by many users simultaneously.

debit

The addition of an asset or an expense. (In General Ledger, an amount recorded on the
left side of an account. Assets and expenses are increased by debits; liabilities, fund
balances, and revenues are decreased by debits.)

default
A predefined value that is the most common occurrence within a program field. This
value can typically be changed by a user.

deferred tax
A liability that results from income earned for accounting purposes, but not for tax
purposes.

depreciation
Allocating the cost of an asset over its useful life.

direct deposit
The direct addition of pay into an employee's or vendor's bank account.
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due-to/due-from account
An amount owed or expected to be received from other funds. A due-to value in one
fund must equal the due-from value in the corresponding fund.

effective date
The date a transaction affects the general ledger.

employer identification number (EIN)
The employer's account number with the Internal Revenue Service (IRS). An EIN
consists of nine digits and is always in the following format: nn-nnnnnnn.

encumbrance

The purchase amount recorded in an expense account at the time an item is ordered.
The encumbrance reduces the available budget by the purchase amount. (In Payroll:
The hold that is placed on an account indicating an employee's remaining salary.)

ERP - Financials
A Tyler solution that provides financial solutions to manage core business functions
such as budgeting, payroll processing, and revenue collection.

exemption
Income or property not subject to tax.

expenditure
A transaction resulting in the disbursement of cash.

fee
An amount of money charged for a service.

field
A unit of data; several fields comprise a record.

file
A collection of related records.

file maintenance
The act of changing data records in a file.

fiscal year
A period that an organization uses for accounting purposes and preparing financial
statements. The fiscal year may or may not coincide with the calendar year.

form
A screen or page layout. Forms define on-screen presentations as well as printed
documents.



fund
A self-balancing set of accounts that are created and maintained for a specific purpose
or activity.

fund account

By definition, a fund account is an accounting entity which is kept separate from all
other fund accounts. Each fund account has its own source of income and its own
expenses.

fund accounting
A system of accounting in which each fund's receipts, expenditures, assets, and
liabilities are kept separately.

fund balance
The total amount of a fund.

general ledger (GL)

A chronological accounting record that a business uses to keep track of financial
transactions. Transactions are categorized and summarized into general ledger
accounts. An account is a unique record for each type of asset, liability, equity, revenue,
and expense.

Generally Accepted Accounting Principles (GAAP)
A common set of accounting principles, standards, and procedures that companies
must follow when they compile their financial statements.

Generally Accepted Auditing Standards (GAAS)
The standards by which the quality of audits is judged.

Generally Accepted Government Auditing Standards (GAGAS)

Guidelines that provide a framework for conducting high quality audits by auditors of
government entities or entities that receive government awards. These guidelines are
also referred to as the Yellow Book.

Governmental Accounting Auditing and Financial Reporting (GAAFR)
The guidelines of the Government Finance Officers' Association. These guidelines are
also referred to as the Blue Book.

Governmental Accounting Standards Board (GASB)
The source of generally accepted accounting principles (GAAP) used by state and local
governments in the United States.

Government Finance Officers' Association (GFOA)

An organization that promotes excellence in state and local government financial
management through consulting, training, publications, and research.
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group code
A user-assigned code that links account segments together for reporting purposes.

history
Any record kept for historical information purposes. (In General Ledger, transactions
and balances that reflect amounts closed through end-of-period processing.)

installment
A payment for part of a debt, usually paid in regular intervals.

intangible
Assets that have no physical existence.

interest
An amount charged for the credit or loan of money, usually a percentage of the principal
amount.

invoice
A document sent for amounts due (General Billing) or received for amounts being paid
(Accounts Payable).

issue
To fill an order (pick ticket). Sometimes used to refer to the item being issued.

job class
A code that identifies the features of a particular job.

journal
A book of accounting entries in chronological order. Munis programs keep separate
journals for each type of entry, which are then posted to the related ledgers.

journal entry

The documentation of an accounting transaction that shows the accounts affected, the
amount of the change, and whether the change is an increase or decrease (that is,
debit/credit or credit/debit).

liability
An obligation or debt; something owed to a person or organization.

liquidation
The relieving of an encumbrance, either partially or fully.

location code
A general grouping category assigned to each employee.
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lockbox
An arrangement with a bank or other institution for collection and deposit of receivables.

locking
Temporarily limiting access to a table or program to prevent concurrent users from
creating or retrieving conflicting data.

master record
Record containing key processing information, such as an employee, customer, vendor,
or account.

memo balance
An account balance that shows the year-to-date amount of money expended or
received even for transactions not yet closed to a period.

menu
A list of product or program options.

miscellaneous cash
Over-the-counter payments received for which there is no bill. For example, marriage,
hunting, or dog licenses.

module
A Munis software application. For example, the Accounts Payable module or the Payroll
module.

month-end processing
A series of steps to close one period and reconcile account balances and transactions.

Munis
An integrated ERP system that manages an organization's core functions, including
financials, human resources, citizen services, and revenues.

net
A single figure derived from combining debit and credit amounts.

not sufficient funds (NSF)
A banking term that indicates there are not enough funds in an account to cover a
transaction.

null field
A column or field in a row or record that contains no data.

object code

The segment of the account number that reflects the object of expenditure or source of
revenue.
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org code
A code representing the segments of an account number.

output-post
To print a report and move transactions from a temporary proof file to an open file.

parameter
A set of physical properties whose values determine the characteristics or behavior of
something.

penalty
A sum of money assessed for failure to fulfill an obligation, such as file a tax form or pay
a bill by a specific date.

period
A month within a fiscal year; noted by a number, 1 through 12. Also periods 00 (SOY or
start-of-year) and 13 (EOY or end-of-year).

premium
An amount at which something is valued above its normal value.

principal
An amount borrowed or the amount owed on a credit or loan account that does not
include interest.

program
A set of instructions to a computer that produces specific results, such as a database
update or record maintenance.

project accounting
A method of tracking detailed financials for every phase, task, and subtask of a project.

project code
A segment of the account number used to identify a particular capital project.

projection
The estimated budget for the upcoming year.

proof file
The temporary holding area for transactions.

proof list

A printout of all new transaction entries in a specific entry process. A proof list allows
you to detect errors before completing processes.
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purchase order (PO)

A legally binding document between a purchaser and a supplier that details the items,
costs, and delivery terms. An open purchase order is one that has not been fully
liquidated, that is, a balance exists perhaps because all items have not been shipped.

purge
To permanently remove records from a database.

range
Data parameters that allow you to search for records within specific criteria.

receivable
An outstanding amount of revenue to be received, such as an unpaid bill.

record
A row of data in a table or a set of field values.

remittance
A cash payment.

report writer
A program that creates user-customized reports.

requisition
A request for an item, either from a vendor or from inventory.

retainage
Money that is withheld from a vendor when payments are made during the invoice
process.

revenue
Income or other assets received for goods received or services rendered.

reversing entries
An accounting entry that cancels out a previous entry.

rollup group
A collection of general ledger accounts that are linked together with a rollup code to
share a combined budget.

row
A record or a set of field values (columns) that constitute a particular item such as a bill,
account, vendor, customer, or employee.

search criteria
The specific values used to narrow data selection in a program.
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segment
A component of an account number, for example, the fund segment.

source code
A three-character code that identifies the type of transaction or the module in which a
transaction originated.

subsidiary ledger

A group of similar accounts that provide the detail behind a control account. In Munis
programs, a subsidiary ledger generally refers to a revenue subsidiary ledger and an
appropriations/expense subsidiary ledger.

tangible
Assets that are real or concrete.

transaction
An event that changes the balance in an asset, liability, fund balance, revenue, or
expense account.

trial balance
A general ledger report that lists each account and its balance in order to verify that the
total of the debit balances equals the total of the credit balances.

Tyler Content Manager (TCM)
A Tyler product that allows agencies and school districts to capture, deliver, manage,
retrieve, and archive documentation and other information in an electronic format.

Tyler Technologies Inc.
A software company that provides integrated software and technology services to the
public sector, including cities, counties, states, and school districts.

TylerForms
An output solution that provides an automated, on-demand, paperless environment that
supports key business processes.

vendor
A person or company with whom business is transacted.

voucher number
A system-assigned number that organizes Accounts Payable invoices into a sequence
for later reference.

warrant

An official document (Order of the Treasurer) that lists all invoices to be paid at one
particular time. Also may be referred to as a check run.
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wildcard character

A symbol such as an asterisk (*) that is used to represent a sequence of characters in
search criteria, typically used if the characters are unknown to the user or to replace
keystrokes. For example, a query can be done using "COMPU*" to find all names that
begin with the letters COMPU.

workflow
The means by which an organization manages the approval process for items such as
job opening requisitions or purchase order payments.

write-off
The removal of an account balance.

year-end processing
A series of steps to close the fiscal year and reconcile account balances and
transactions.
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