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Topic: Time and Attendance Entry in Munis V2019.1 
 

 

Procedure for Payroll Time Entry in MUNIS 

Everyone will need to wait for an email from VandPayroll@vanderburghgov.org to inform you that 
payroll has been opened and is ready for Time Entry. Once you receive the email you will follow this 
manual. 

 
Use the following steps to access the Time Entry Process: 

❖ Departmental Functions 

➢ Time Entry 
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The screen below will appear with the payroll begin and end dates and the pay date to verify you will be 
working in the correct payroll. This window will pop up each and every time you enter Time Entry. (If 
this EVER has the wrong dates, contact payroll before entering any time or your work will be lost) Once 
you have verified the date, click Yes. 
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This is the Batch Header Screen 

 
 

 
 
 
The batch screen displays the Run and Warrant of the current payroll. 
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On the top of the Munis Tool Bar Ribbon, click on the ADD BATCH button or select the a on your 
keyboard 

 

 
 

This box will appear. I would recommend selecting the Multiple Employees option, then click ok. 
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The Department number and Location number should auto-fill. If not you will enter in your Department 
number (the one in which you get paid out of), Location number (the one whose voucher you are 
working on), and a brief comment if you wish. Your username will automatically fill into the Clerk field. 

 

 

 

 

Next click the in the upper right corner or hit enter to save the information. 
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The next window will automatically pop up, this is the Auto-Load window. Select the group for which 
you are entering in time for, you may have more than one. In that case, you would need to complete 
one group, and add another batch for the next group. 
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If you are unsure if you have selected the correct group, choose the group and select the Preview 
button to the right and it will show you the Department/Location number, verify it is the same as the 
department you are working on. If it is correct click the green check or hit enter and it will take you back 
to the screen above. 

 

 

 

 

 
 

Next click the  in the upper right corner or hit enter to load the group of employees. 
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The Time Entry Multiple Employees Screen will then load all of the employees on for your location. If 
there is a discrepancy between the employees listed and what should be listed, please contact your 
Payroll Administrator to change the Time Entry Group. 
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To enter in time for the employees, click on the update button to access the employees’ time line. 
When first clicking on the update button, the pay types (across the top) will be accessible. Each pay 
type has a numeric value, and short description shown. If there is a pay type that is not available, 
contact your payroll administrator. 

 
 

Then click the   in the upper right corner. 
 
 
Use the TAB button on the keyboard to move to the employee number/name section. Be careful, if you 
hit enter, it will save the time entry you have entered and you will have to hit update and pass all the 
pay codes again. 
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Click the TAB button, or use the arrow keys to move from the different columns on the screen. 

Enter in the quantity of hours under each specific pay type, then tab or arrow to the next record. 

 

 
 

When finished entering in all time for all employees, click the  in the upper left corner or hit enter to 
save the record. 

After saving the information, the total hours will be shown on the screen for the pay type at the bottom 
of each column, as well as the total hours for the employee at the end of each row. 

Close the window when finished by clicking the  in the upper left-hand corner. 
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If you close the window and discover that you need to change any information, just click the Resume 
button on the Munis Tool Bar under Menu (or R on your keyboard) and choose Multiple Employees 
again and click OK. 

 

 
 
 
 
 
 

 
 
 

This will take you back into the Time Entry screen to hit update and make any necessary changes. 
Repeat the steps above for entering time as needed. 
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After you have entered time this screen will provide a brief summary of the Time and Attendance 
Records. The Time Entry window will now show the total number of employee entered, current batch 
number, the department, default location, the clerk ID of user that entered time, as well as the date/time 
of the entry. Also shown is the batch type and whether or not the current batch has been verified or 
posted to the payroll. 
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To check the total, you will click on the Scan Detail buttonor S on your keyboard. 
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The screen below will appear and you can check the total at the bottom. It will show the total number of 
hours you have entered for all employees (part time & full time) and the total amount of pay. Once you 
verify the total amount, you have finished entering time. 

 

If you do not have the correct total, you can use the filter feature and search by employee to see what 
has been entered for each employee. 

To search the next employee you must hit the clear filter button , then repeat steps 1-4. 

 

 

 

 
 

1. Click on the filter button 

2. Enter the employee number you wish to look at without the leading zeroes 

3. Choose Emp # from the drop down list 

4. Click Go or hit enter 
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When you are sure that you are happy with the time as it is entered, you are ready to export your file. 

Clear any filters from Scan Detail 

Right Click anywhere on the column headers and make sure only the following columns are selected: 

(Hint: click on “More…”, click none on the box that appears, choose the correct fields, then go back and 
uncheck Record Number) 

Emp # 

Employee 

Pay 

Quanity 

Rate 

Amount 

Alloc 

Org 

Object 

Location 

 

 
 
Use the sliding bar to see the remaining fields you need to check/uncheck. 
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Click the Excel button at the top 
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An Excel file will automatically open that looks like this: 

 
 
 
 

Click the File, then Save As.  

 

 

 

 

 You will want to save your file to the new drive that was set up on your computer. It will be the K drive 
for some people, but please make a note as to what it is on your pc. It will be in a folder that is only for 
your department. You will need to name the file as follows: 

Dept#B = 1020B 

 
After saving, please email VandPayroll@vanderburghgov.org to notify us that you have put your file out 
on the drive. Someone in payroll will then run your voucher. It will be emailed to you to print out. You 
will then sign and return to our office as you have always done. 

 
NOW YOU ARE DONE! ☺ 
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