delivering connected communities

'Munis 101 - Part 1 & 2

‘ Product-Suite: Munis

CLASS DESCRIPTION

Maybe you are new to Munis or you’ve used it for a while. Often times during the course of a busy day,
week or month it’s easy to overlook new and different Munis features. Let me take you on a guided tour
of Munis functionality where you are bound to learn a few tips and tricks that will save time and enhance
your use of Munis. Part 1) Learn to navigate and customize your Tyler Dashboard with web parts, views
and TylerU/Tyler Community. We’ll also review valuable Central programs. Part 2) Understand the many
benefits of Command Center programs, the layout of information in Munis programs, toolbar ribbon
commands and various types of program screen fields.

OBJECTIVE: Part 1) Attendees will gain an enhanced understanding and use of the dashboard,
dashboard components and of Central programs resulting in expanded and improved use of these
functions. Part 2) Participants will pick up tips, tricks using Command Center and traditional Munis
programs to improve their daily use of Munis

MUNIS DASHBOARD

The Tyler Dashboard represents a window to your Munis environment. The dashboard is customizable
and as such allows each user to tailor the dashboard to their needs resulting in a personal user
experience. Sample Tyler Dashboard:
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YTD Budget Report

Account Inquiry (3)

Workforce Central (2)

Vendor Central

General Ledger
Settings

# EDIT FAVORITES

- |
(:)()‘@ https://2018ucserveruserconf.com:5501 O ~ @& € H@Hgme | ‘ A A L
O#wluserconf\bpelletier» ¥ 2
BROWSE  DASHBOARD & MyTvieR M VIEWS = TYLERMENU 82 WEBPARTS [,
o.o.:. Home . Search.. o
e 00
o™ Tyler Dashboard Production - 11.3
» My Favorites
~ Financials
Account Inquiry
¥ Recent Activity
Dashboard
Employee Inquiry (3)
Requisitions Search

Favorites

NOTE This document shows Dashboard V6.3

Content Displays web parts, menus and other dashboard content contained within a view.
Favorites Provides quick access to Munis programs:
My Favorites: User selected favorite programs
Recent Activity: Recently accessed programs
Edit Favorites: User customizable favorites area
My Tyler Provides quick access to Tyler U and Tyler Community
Views Create/Manage multiple display areas for web parts. The default view is HOME
Tyler Menu Opens a panel with Tyler menus
Central Dashboard Search Search across many Munis areas
o®
o0
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DASHBOARD NAVIGATION

Munis Dashboard runs within a browser (Internet Explorer, Google Chrome or Safari). Here are a couple
of points in navigating the dashboard:

e Most all items in the dashboard are links and as such require just a single click to select
e After selecting an option there will be a brief delay while the information appears or the program
loads

The dashboard is intended to be personal for each user. Spend time customizing it to gain the most
benefit from it.

FAVORITES

The Favorites area should be one of the most utilized areas of the dashboard. Use this area to build lists
of programs you frequently or even occasionally use.

Categories

e User definable. Used to group programs T My Favorites

Employee Master

Categories ————> + financiaks

Programs Account Inguiry

o Click *to expand and ™ to collapse the category

e Can be Munis programs, websites etc. ~ Recent Activity

\ Payroll Control Settings
Roles

User Attributes

Programs

Employee Job/Salary

Employee Master

Account Inquiry

Payroll Start and Status

Payroll Earnings and
Deductions

Workflow Business
Rules

Saved Reports

# EDIT FAVORITES

e tyler
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Adding Favorites
The easiest way to add favorites is:

e Locate the program in the Tyler Menu

e Right click on a menu option to add as a favorite

= Select Add to My Favorites to add to the list of My Favorites
= Addto My Programs adds to an existing or new category

delivering connected communities

Run this Link

Add to My Programs
Add to My Favorites

e The program is automatically added to the My Favorites menu or a category named after the top

menu

Managing Favorites

Manage/edit favorites to create a quick, easy to use and logical flowing set of programs.

CATEGORY

e Edit a category by left clickingon a
category name and select Edit

e Change the category name and click
Save Category

Add a Category

Category: ‘ Financials |

© ®

Save Category Cancel

e Select Add Category to add a new
category

e Consider creating categories that
include programs for periodic
processes

Edit Favorites

My Favorites

Accounts Payable Settings
Employee Master

Right click

Financials

Accoun Edit this Category

Delete this Category

Payrall Control Settings

Roles

User Attributes

Employee Job/Salary

Employee Master

Account Inquiry

Payrall Start and Status

Payrall Earnings and Deductions
Workflow Business Rules

Saved Reports

® @ @

Edit Settings Add Category Add Favorite

®

Close

@
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PROGRAMS

To move a program to another category drag and drop it to the desired category or left click on it

and change the category from the drop down list

SETTINGS

Edit Favorite

Category. [T R

Program Name! | Account Inquiry |

Executable/Un: |- i,

Open in a New Window

@® ®

Delete Favorite Add Category

© ®

Save Favorite Cancel

The settings panel allows you to customize the favorites and search functions:

Payroll Earnings and Deductions
Workflow Business Rules

Saved Reports

® ® @

Edit Settings Add Category

Add Favorite

Settings
Include My Favorites in Programs: Yes No
Include Recent Activity in Programs: Yes  No
ltems returned in Menu Search: | | 20 ltems

© ®

Cancel

Save Settings

Include My Favorites in Programs:
Include Recent Activity in Programs:
Items returned in Menu Search:

Older style program favorites
Last 10 programs accessed
Assists in limiting search results

(]
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TYLER MENU

Tyler menus allow access to all products a user

has permissions to view.

e Navigating menus same as favorites

SEARCH MENU/PROGRAMS

Tyler Menu

Search

o

4 Munis

-

Financials

Human Resources/Payroll
General Revenues
Property Revenues

Other Applications
Departmental Functions
System Administration

A Y v Y Y Yow

Help

[ Munis Manuals
Munis Support Online
Tyler Solutions Online
Tyler Technologies Online

&)

Refresh Menu

®

Close

The Search function is very powerful and can virtually eliminate wandering through menus looking
for a particular program. You only have to know part of the program description or provide a portion

of the program name.

e Search results appear with Tyler menu options
e The maximum number of results returned is

Tyler Menu

eeo

£

4 Search ('eeo’)

set in the Edit Settings option in My Favorites EEO-4 Report

e Hover over option to see menu path

Tyler Menu

/

[ =

Munis>Human Resources/Payroll>Human Resources>EEQ
Reporting>EEOQ-4 Report

COTCTT T E O

EEO-4 Report
EEOQ-5 Report

EEO-5 Report
4 Munis
" Financials
» Human Resources/Payroll
" General Revenues
" Property Revenues
" Other Applications
> Departmental Functions
I System Administration
4 Help
» Munis Manuals
Munis Support Online
Tyler Solutions Online
Tyler Technologies Online
» ASP Admin

®

Refresh Menu

®

Close

Empowering people who serve the public®
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CENTRAL DASHBOARD SEARCH

This function conducts a broad search across menus, Tyler U, web parts and Munis data with a single
search. Results can be viewed and details of the records retrieved and viewed in a Central program.

SO B https.//201 Bucserverusercont.com:55000/ layouts/15/dashl O + @ &

o . 1yler Dashboard Production - 11.3 -

Search Categories # Search Results

> SharePaint  (0) Sort By: [Name Sort Direction: Ascending

v Tyler Menu
No Results Fnund

» Web Parts  (0)

v Centrals  (59)

Vendnr
- - - -

Drilling into a record opens it in a Central Program:

PURCHASE ORDERS ! % ? Pelletier, Brian
PO #, Department Name or Vendor Nam« | Q (D excel @ O Refresh o
Change Attach (0) Back
set
@ Advanced © My Searches v | Orders [ Emait '] ';:’
Search View/Maintain  Office Tools Options  Retum

20060012 OFFICE DEPOT

2006, Closed, FURNITURE: OFFICE

Purchase Order PO Lines and Line Details  Invoices  Receiving
Mo v Totals
OFFICE DEPOT Ordered 105000
o Liquidated 105000
FINANCE DEPARTMENT Earcela i
Balance 0.00
Change Quantity Unit
Line  Description Order  Quantity Invoiced Price  Ordered Liquidated Canceled Balance
> 2 DESKS AND TABLES, WOOD No 2 0 35000 70000 700.00 0.00 000 @
> 2 CHAIRS, WOOD No 2 0 150.00 300.00 300.00 0.00 000 ™
> 3 KEY STORAGE CABINETS AND FILES No 1 0 50.00 50.00 50.00 0.00 000 @
« < 20060012 - OFFICE DEPOT v > >

% tyler
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WEB PARTS & VIEWS

delivering connected communities

Web Parts are web based programs that display information on the dashboard. Nearly 60 web parts,
spanning many functional areas, are available. Active Web Parts appear in the Content area of the
dashboard. Use Tyler Search with “Dashboard Web Parts” for detailed information on each web part.

NOTE Be sure you have permissions to access web parts

Web parts are established
within each view

Web parts are grouped by
category

Expand a category to view
the available web parts
The content portion of
the screen is divided into
various parts

Click and drag a web part
to the area you choose
Update saves the changes
to the current view

Manage Personal Web Parts

Munis | SharePoint = Dashboard i

Accounts Payable Al
Accounts Receivable :
Budgeting

siness

General Ledger

MUNIS Workdlow

||H|||

Approvals (Tile)
Notifications (Tile)
Alerts (Tile)

‘Work Flow Manager

Approvals
(Tile)

Notificalions
(Tile)

B s (Tile)

NOTE Web Parts with (Tile) in the description can only be placed in the left/right tile areas

L EN neps /201 ucseneruserconteomssot/detauiasgs O ~ @G

oF  Home Search. )
us’s, .
W )
*** Tyler Dashboard Production - 11.3
» My Favorites Approvals
= Financials
Account Inquiry 0 0
0 unvead 0 unread
= Recent Activity
OFFICE DEPOT -
20080031 Work Flow Manager
OFFICE DEPOT -
otant ‘Work Flow By Proosss H ‘Work Flow By Approvers. “’ Gharts & Graphs ]
::ﬂm’:'qmw o Comparison Dale. Friday, February 16,2018 13 This Day Last Week [ %]
¥TD Budget Rept(m) Code Description Pending Oldest Pending Avg Approval Time Avg Rejection Time
Account Inquiry (3]
i APC AP Purchasing Cards ot amin amin
Vendor Central APD AP Ivoice Discrepancies a1 22302017 @ 0 min 0 i
General Ledger
i APH AP Check Approvals ot 0 min 0 min
L AP Invoice approvals 2t 272072018 & 0 min 0 min
# EDIT FAVORITES
App AP Payment approvals 3t 272072018 € 1 hr, 12 min 0min
Kim214 .22
€3G S P € Updated: 223/2018 214 PM EST
My Tyler Community Search "
. a®
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CUSTOMIZING/MANAGING WEB PARTS

Many web parts can be customized to alter their default values or display different information. Each
web part has some similar and some unique attributes.

Left click on a web part tile on your dashboard to obtain detailed information:

Vendor Dollars

Vendar # Vendor Name Vandor Type Total Paid §

1008 CHEVROLET VEHICLE VENDOR $75.30

1009 GENERAL MOTORS VEHICLE VENDOR $950.75

1001 APPLE COMPUTERS COMPUTER VENDOR $2,134.38

10 ABC SUPPLY COMPANY SUPPLY VENDOR $5,483.34

1004 BMI SYSTEMS GROUP N/A $12,350.50
K<@z2>MN

®

Edit Settings

‘®

Right click to alter settings:

Vendor Dollars Tile Configuration

Time Frame: || ast 12 Months v
Title:  Vendor Dollars
Auto Refresh Interval: l:| Minutes

Color: g

OiOOO

..
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VIEWS

Views provide multiple Content area to group and display

Brian Pelletier~ 2
one or more web parts. The Views dashboard link permits i
A M views = TriERMENU 38 WEBPRARTS O,
users to manage their views.
Views X
Home
HR View
Edit Views

e The Home view is your default and appears upon opening Munis
Edit Views
Home HR View
Edit View

Name: | Financial Snapshot] X

©® &

Save View Cancel

NOTE Consider creating views before adding web parts

To move between views simply click on the View link and select the view from the dropdown list.

The current view name appears in your browser tab:

6 => ® hitps://2018ucserver.userconf.com:55000/views/viewl.aspx O ~ @ (¢] @HR Snapshot x .

BROWSE DASHBOARD PAGE

“*™ Tyler Dashboard Production - 11.3

* My Favorites

Home

(]
o tyler
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TYLERU, COMMUNITY & SEARCH

TYLERU

Tyler University is a place to improve your skills, learn new software, technology or procedures. The site
contains hundreds of courses to guide users in learning a variety of Munis applications and processes.
Tyler Community is a user-driven online software support community available 24/7/365. Access to
TylerU and Community is available from within the dashboard.

Click on the Dashboard tab to access TylerU and Community or My Tyler for a dropdown list

& myivier W OviEws = TERMENU B3 WEB PARTS
DASHBOARD

. My Tyler
=w  {4Enol Q search 3% New Post
lery
- Q My Courses % ldentity  3-f Faworites Ry
Launch My Courses
TylerU
My Transcript
Tyler University Tyler Community Envoll
Tyler Community
b My Favorites New Post
Search
# EDIT FAVORITES
Favorites

TylerU requires an administrator at each client site establish curriculum and courses for users

TYLER COMMUNITY

Tyler Community offers access to forums, blogs, libraries, wikis, a knowledgebase and even a place to
report support incidents. It’s a great place to ask questions of other Munis users on how they
accomplished a certain task or solved a problem or ask if others could benefit from new functionality.
Each user can setup access to Tyler Community and search or pose questions from the Munis
dashboard.

Community in Dashboard:

11

Go to the Tyler Community website (http://www.tylertech.com/client-support/munis-support)
and register for an account. Each user of Tyler Community must have their own account.

Once you've received confirmation of the account return to the Tyler Community website and
login.

Select the Munis Knowledgebase link and in the keywords field type “Set Your Community” and
click the Search button.

This retrieves an eLearning document “DSH — Set Your Community Identify in the Dashboard”.
Click on the document to launch an eLearning recording to guide you in establishing your identity
in dashboard.

You are now ready to search and post in Tyler Community!

. tyler
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Tyler Community New Post

New:

Group: |Muni5
Forum: |Education Mews
Title: |

Search

Description:

My Tyler Community

Search: m
Group: |AII

Keywords: | |

£+ @ S P & Updated: 1/15/2016 236 PM

TYLER SEARCH

Tyler Search is a new feature in Community that allows searching across KB Documents, Munis Online

Help, Tyler Community and Tyler Ongoing Education courses. It is a powerful Google style search
with scoring of results

based upon
& -
relevance. oo, t I er ;
0,0.®
L) technologies
HOME SOLUTIONS & PRODUCTS v THE TYLER EXPERIENCE v CLIENT SUPPORT v
> =
Client Support / Munis Support
MUNIS SUPPORT TOOLS Munis Support
$. yleCommanty Welcome to Munis support. Where would you like to g
» Tyler Search
» Munis KnowledgeBase + Tyler Community
» Live Support
e « Tyler Search
» Online Support Incidents 3
» Chart of Accounts Builder +Munis KnowledgeBase
» Online Education « Live Support (GoToAssist)
..
o tyler
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Search

i tyler Sscpe

BRIAN PELLETIER LOGOUT

Search
Tyler Search
ALL HELP KB WEBSITE
1099 processing b'e Q
Save tab, sort and facets preferences Help
Source e Results 1-10 of 2,193 in 0.05 seconds RELEVANCE DATE
Munis Online Help 1.480 1099-M Processing ¢ uunsoninetelp January 29
Munis KB 610 Contents and Navigation 1099-M Processing The 1099-M Processing program creates a 1099-M
worktable that can be listed, printed on 1099-M forms, or used to create 1099-M electronic file.
TylerTech.com 103 hittp:/ihelp.munis.com/11.3/AP/Content/Programs/ap1099ms01.htm
Details ~
Product ©
1099-M Processing ¢munisks 121132013
Munis 1,891 Medule: Accounts Payable Topic: Processing AP 1099-M Records Processing 1099-M Records Munis
Version 10.3 .. The 1099-M process allows you to validate the vendor's totals and data, print 1099 __.
iasWorld 17 - hitp://muniskb. tylertech.com/DocumentViewer.aspx?doc=5gEWEzUzoOSsSUO572zeA==
Quick View
C&J 6 Details ~
ERP 4 Documen 11292016

I 1 Processing 1099-MISC Records V11.2 Qmunisks

SCREEN REAL ESTATE

Sometimes you need a little more space on the screen to see that last bit of information or you just want
to limit scrolling your dashboard to see all information. The new version of dashboard (V6.2) does an
excellent job of minimizing clutter and maximizing web part area however you may occasionally need a
little more. There are a couple of options to maximize the screen space.

DASHBOARD

e Focus on content icon is a toggle that hides/exposes the views, favorites, search etc.
- g
A AN

Brian Pelletier~ 2

M VIEWS = TYLERMENU 32 WEBPARTS O,

Search.. P Iﬂ

0 o 0
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BROWSER

Most browsers contain a Full Screen — Enable/Disable function that maximizes the window and
removes the toolbars providing additional vertical window space. Simply press the F11 (Function key
11) to enable/disable Full Screen mode. You can move your cursor to the top of the screen to see the
toolbars while Full Screen mode is enabled.

e@\m ittp://192.168.88,55:55000 views/view ] aspx £ - ¢ | @ HRView ‘ ‘ ok

Bnan Pelletier~

M VEWs = TYIERMENU 52 WEBPARTS I

BROWSE  DASHBOARD

' Search.. 3

o Home

*%¥ Tyler Dashboard Live 11.1

Brian Pelletier~ 2

= mnermenu S8 wesparts )

BROWSE  DASHBOARD

Home Search.. pal

Tyler Dashboard Live 11.1

CENTRAL PROGRAMS

Central programs utilize a web browser to present programs and allow easy point and click navigation
and enhanced presentation of data. Several central programs provide functionality similar to traditional
Munis programs while others are completely new. Munis V11.3 contains over 40 Central style programs.

Many of the Central programs are configurable allowing you personalize the presentation of information
to suit your preferences. Central programs are spread throughout the Munis menus. Perform a menu

III

search on “centra

- N ! )
st VENDORS Vendor Central ' Pelletier, Brian
K
| office Q | Excel
G‘ Advanced
Search / Office
Vendors: 9 =
DISCOUNT OFFICE SUPPLIES ELAINE'S OFFICE SUPPLY GOVERNMENT FINANCE OFFICERS ASSOCI:
1123 1145 1085
ACTIVE SELF SERVICE ACTIVE
LINDY OFFICE SUPPLIES LINDY OFFICE MG OFFICE SUPPLY
112 113 1124
ACTIVE ACTIVE ACTIVE
OFFICE DEPOT OFFICE MAX OFFICE SUPPLY WAREHOUSE
1012 1014 1116
STOP - BAD PERFORMANCE ACTIVE ACTIVE

@
. tyler
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Simply enter the part of a name of a vendor/employee/customer etc. in the quick search box to retrieve a

list matching your criteria.

Clicking on a vendor/employee/customer tile brings up additional information:

&) Vendor Central

Vendor Central

e Change the screen by clicking the

Setup Tiles icon =R

=
Sefup
Tiles

dell Q é Do | Brow o3
Vendo 3 Pabwh  Seip | Bock
@ Advanced © Wy searches v Mm@ Avenm Tiles
Search View/Maintal Office Tools Options. Return
Invoices  Checks  Purchase Orders  Contracts A
Time frame 30days
Invoice Date Amount Check Check Date Voucher PO
153 01/30/2017 6,500.00 0 20170012 @
154 0173072017 6,500.00 0 20170012 @
155 0173072017 6,500.00 0 20170012 [
1099 History 157 017302017 6,500.00 0 20170013 @
158 01/30/2017 6,500.00 0 20170013 1]
159 017302017 6,500.00 0 20170013 @
v
mmannn e 0011 M -
< < DELL v »
Settings

Available tiles

1099 History M Addresses
[0 Commedities M Vendor
Selectall ~ Unselect all

(0q Cancel

Several Central programs provide the ability to not only view but also maintain information provided you

have appropriate access. Click an icon in the View/Maintain group to maintain data.

15
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ADVANCED SEARCH

The Advanced Search provides additional search fields that make it easy for the occasional user to

select criteria and perform advanced finds. It also provides features to automate frequently

performed searches.

Advanced Search My searches Select a search A

. - Select multiple options easily:

Status
Number

Status

2 of 7 options selected
Name Payroll Employee Number

ACTIVE

DBA DUNS

‘ BIDDER v

INACTIVE

State

ONE TIME PAY

[® W9 Received

. SELF SERVICE v

‘ STOP

- Save  Savehs |Resst Cancel TEMPORARY

Save your frequently used seaches and optionally make it a startup search:

Name *
VSS Registrants| X ‘

(0/'d Cancel

Save  Save As | Reset | Cancel
Advanced Search My searches V5SS Registrants v
Clear search criteria Startup search
Mumber Status

SELF SERVICE

Empowering people who serve the public®



COMMAND CENTERS
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Command Centers are mini dashboards within Munis allowing the user to manage many functions in a
single program. Command Centers include the ability to query, report and maintain data using programs
familiar to users while incorporating users’ security.

. o Financial Command Center
Accounts | Journals  Projects  Cash Management \Welcome, Pelletier, Brian
‘F‘ — = | = Roll period &) Op=n Newr Year = .- .- *) *)
und | [t1135000 ] [opsect | [Project B = = % l: ’( !
Accounts EMBMMVDNW GSEQH“H‘"Q TFEGED Excel | Audit Import | Reports Report Writer | Setup  Other Modules | Workflow
@ dvanced Quenvien | o8 lose Current Year 7y Global Update v M v M M M
Search Overview Actions Office Teols Reports Setup. Workflow
e
General N E
Ledger al (Memo) ] Account
SALARIES FULL TIME ‘ . . ;j‘uw“sg E
@ rund 1000 Org 11135000 ©bj 5110 Proj o 1;:1?;201 _FI ’1\;235;5::?
Status Active Multi year fund No 3 Encumb/Reas 3 [
Wi
I Multi Year
@ rund 1000 Org 11135000 ©bj 5111 Proj o 112,086.00 [ ] 22,643.92
Status Active Multi year fund No fevaed St o L e [ Account segments
(] Budget History [3] Budget
= [# Trial Balance
Actual (Memo)
‘Checks OVERTIME o 1,450.00
A Fund 1000 Org 11135000 ©bj 5120 Proj e 000 [ ]-1,450.00
ﬁ . ) e Revised Budget 0.00 Available Budget
il Status Active Multi year fund No Encumb/Reas
(] Budget History
|
K<1 234 >l =
Totals: By Year 2017 2016 2015 2014
Ravised 1,886,724.00 2,283,006.00 8,321,126.71 8,224,084.05
;‘:‘;i‘ﬁ o Actual 0.00 747,438.62  3,297.481.38  6,601,524.46
\ 76 ons00 Lot rgonies | G | wogman | Sesese | smemes | amess
Spes ez 3.453,875.02 Available Aveilable  1,386,724.00 -1,818,307.64  4,678,272.66  1,613,801.14
Encunb/Reqs eed 27% 176.30% 44% 80% ooty [Resat new
e V11.Xincludes 6 command center programs.
o The leftmost column of icons provides access to various functional areas
e Fields and information across the top provide access to inquiry, reporting and maintenance
e Information is presented in a 360 degree view
e Each functional area (leftmost icons) contains different top of screen options

0
Ea Projects | Journals
[ TT]

Project | Add Project Add Project Add Grant Allocate  Allocate
Central | Wizard Overhead Revenue

Overview Actions

(@) Reverse Revenue Allocation

Project Grant Expenses

[ Project Year Close

gy Project Ledger Mass Create

= S

View/Maintain

&2 a

Funding | Project Export | Reports | Setup | Workflow
v v hd
Tools Reports | Setup | Workflow

Overview

E | Check H Check number w
Excel | Standard PO Open Inveice
Expenditures =~ Qo=
Search Office Reparts

17

Empowering people who serve the public®

ty




delivering connected communities

Each Command Center provides:

e Search and filtering capabilities

My Filters

[=) Account
TP

[pana | [11135000 | [opect

Status

| [proiect QA

@ Advanced

Saarch

Multi Year

[] Budget

0 item(s) selected Clear v
0 item(s) selected Clear v
0 item(s) selected Clear v

[#] Account: Segments

() Tial Balance

e Summary and detail information along with the ability to drill down into greater detail
e Access to a variety of related functional areas
e Access to setup and reporting programs

o

E Group Code Type 1 Print |
Group Code Type 2 Print
Report Definition Typa 1
Report Definition Typa 2
Report Formatter

Report Formatter Print

£ E2 B2 ) R R

Report Templatas »

H

Balance Shaet

Chart of Accounts

Flexible Period Historical
Historical Actuals Comparison
Last Year Budgetary

Major Fund

Mext Year Balanca Sheet
Subsidiary Ledgers

Tables validation

Trial Balance H
¥TD Budget

K Account Master

K Change Account Codes

K Chart of Account Segments
K Chart Manager

x Dua To Due From

K Miscellanecus

F Report Writar

K Settings

FK User Attributes

Workflow
W

e Ability to create and maintain data and setup tables

2] Rall Period

E Monthly Process

Actions

°0pen Mew Year
o&:;t Halding Year Open Flag

@CIGS& Current Year IIanGI::uI:lal Update

v

1 () Revarsal

Add Journal o Recurring

_ K Accounts Payable Sattings

x Accounts Receivable »
x Employes Expense Codes
% Fixed Asset Accounts

P Inventory

2K waspayrall >
P Student Activities »
P utility Billing

P work Orders >

‘.' Budget Completion Journal Update

15 Post Last Year Adjustments

I% Post Summary ;"@I’\lSF‘tI Priar Year Generate Journal

Actions

18
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MUNIS PROGRAMS

Munis programs have consistent layout, functions and other consistencies to facilitate learning and using
the broad array of programs available in Munis.

°|u.'! hitp://192:168.88.55/GasDLve/w: O ~ ¢ || 5 Home | (2 Vendors - Munis ] ok L
i Vendors - Munis s 0 7 %
.':-' " HOME
I _ '!\ K Delete I Text file (8 Word IL“ =, Audit Sort Invoice Inguiry
= Global A o — 3 :
Accept Cancel Search ] Queny Add  Update - Print PDF Excel B emai Attach o REQ Vendors - Check Inquiry
Duplicate ] Preview E Schedule o Alerts= 1099 Data E More.. =
Confirm Search Actions Output Office Tools Menu
General Vendor Information i
Vendor 1012 | Entity 1 Entered 07/16/2004
[Alpha OFFICE DEFOT Type |SUPL - SUPPLY VENDOR Modified 070172013 R - bb
Status |STOP Reason |F'ERF - BAD PERFORMANCE By jean I On

Change Set | Current

m General | Miscellaneous | E-Procurement Seitings | Contacis | User Defined Certifications Insurances | Withholding |S

Contact Information
Company Name OFFICE DEFOT Addresses (0

L

= Comments (0)

DBA
Address 21320 WEST SIDE DRIVE

| Embedded
|I links/buttons

Zip code

City IRVINE

State CA ... California

Country Foreign entity

Email

Fax

ww
Additional

DUNS

(= P-Card Transactions

Vendor Alerts

Navigation Area
K < 10f8 > €
@
. tyle
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AVAILABLE FUNCTIONS AND FIELDS

Each program has a group of icons providing access to help and information about the program.
Click the Tyler logo at the top left of each program screen to see the Help options:

QOC - wes
‘.'5-" HOME @

Help

9 Hel
Help ’
o & KB
Settings

@ About

o Help - Opens a screen with field and task help for the current program
& KB - Accesses Munis Knowledgebase and presents documents related to the current program

““ About - Provides information about Munis (program name, version, etc.)

Each program also contains a couple help icons in the upper right corner

? - Provides same functionality as o Help

{} - View current and past enhancements for current program. If bulb is lit, new program changes
are present

Another source of information is tool tips. Simply hover over a field, icon, link, command etc. to see a
brief description: .

" Home
@ Q 15| Browse I ? X Delete ke Text file |
() Query Builder lob: .PDF
ept Cancel  Search Add  Update Print
Duplicat €] Preview

Caonfimm Search Actions Output

Vendor's name to be used for name sort.

Ve ty 1

Alpha OFFICE DEPOT \ Type  |SUPL - SUPPLY VENDOR
Status [STOP ' Reason |PERF - BAD PERFORMANCE

e tyler
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TOOLBAR RIBBON

® Q 2

Confirm

The toolbar ribbon places functions in a ribbon style presentation and logically groups the icons. Each

I _ E\ K Delete I Text file B word @| s 3R Audit Sort Inveice Inguiry
er de Globa PDF Email tify Maplnk-  REQ Vend Check Inqui
Cancel  Search Add  Update . Print “ Excel mal Attach : o Q Vendors ok inquiny
Duplicate i Preview E Schedule o Alerts~ 1095 Data E More... ~
Search Actions Output Office Tools Menu

grouping of icons is called a “group” and the icons are referred to as “commands”.

You may notice commands on the ribbon may appear sharp and colorful (in focus) or faded (out of

focus) at times. The in focus commands are available for use and the out of focus commands are not.

Confirm Group:

o

Accept

2]

Cancel

Accept selection criteria in a find, complete an update or define
Cancel a find, update or define

Search Group:

21

Search

“uxn

Retu

Select data records with user entered criteria. Criteria entered depends on the type of field:

represents any number of characters and can be used at the beginning, end or middle of a

string. e.g. “A*”, “A* Co.” or “*Industries”. Only valid for character fields.

ll?”

represents a single character and can be used anywhere in the string. e.g. “001?075”,

“3707”, “????075”. Each “?” represents one character. Only valid for character fields.
“<”|locates character strings or numbers less than a value. e.g. “<1000”, “<R”
“<="locates character strings or numbers less than or equal to a value.

“>"|ocates character strings or numbers greater than a value. e.g. “>80”, “>ME”
“>="|ocates character strings or numbers greater than or equal to a value.

“<>" or “I=" locates a string or numbers not equal to a particular value. e.g. “<>0”, “I=A"

“w.n

“"on

or “..” allows entry of a range of values to locate. e.g. “1:100” or “A..FZZ2Z"

“]” allows a search for multiple entries in a field. e.g. “10|20]34”, “A|l”

NOTE Searching with multiple wildcards in a single field will return no results

. tyler
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f&] Query Builder  Used to build and save queries that may be run later by the author or other users

Query Wizard: AP Vendors (]
Query
Dropdown Assistant ‘ Edit Assistant ‘ Date Assistant | Load ‘ Help |
Select field
| Field | Type ‘ Expression (enter values here) |
P Vendor Edit
Entity Edit 2
Alpha Edit
Type Dropdown
Status Dropdown
Reason Dropdown
Change Set Dropdown
Name Edit
Name Ed!t v
Name Edit

You can type directly into the highlighted field or click Format to use the Assistant tab instead.
Click on the Load tab to run a previously saved query.

Moo | dswers |

=|Browse Allows a user to view selected records in a one line per record format. Users can select a
record, review summary info, export to Excel and can be customized to each user’s desire.

Vendors - Munis > Vendars a 0 2 x

o

o @ q = B Text file Ward Show/Hide Cols
Accept Cancel Search & FUIEET pdd Update o Print POF Excel e Attach aplinkc~ - Customize Screen Form Return
Duplicate ] Preview Schedule Alerts
Confirm Search Actions Output ﬂ Office Tools Menu
| Vendorl Alpha Sort Name Company Name Status Doing Business As
1 GELING, MAUREEN MAUREEN GELINAS Active
1000 ABRSUFPLY COMPANY ABC SUPPLY COMPAA Active RBC SUPPLY COWPANY 2
1001 Active APPLE INC
ABLE CONCRETE Active
MUNIS Active MUNIS
BMI SYSTEMS GROUP Active
Lo ISIONS L Active . L .
Sort by clicking on KRONOS Active Right click in heading to
. FORD MOTOR COMPANY Active
column heading T e add/remove columns
S GEMERAL MOTORS Active
1010 DELL DELL Active DELL
1011 HEWLETT-PACKARD HEWLETT-PACKARD GOMPANY Active
1012 OFFICE DEFOT OFFICE DEFOT Stop
1013 STAPLES STAPLES Active STAPLES
1014 OFFICE MAX OFFICE MAX Active
1017 SCHOLASTIC BOOK SCHOLASTIC BOOK Active
1012 RAINBOW BRIDGE FUB RAINBOW BRIDGE PUBLISHING Active
1019 TEACHERS FRIEND TEACHERS FRIEND Active
1020 MILIKEN MILIKEN Active
1021 UNITED POSTAL SERV UNITED POSTAL SERVICE Active
1022 DOUBLEDAY PUB DOUBLEDAY PUBLISHING Active Sea rch/filter
1023 IBM 1BM Active
1024 WORLD TRAVEL AGENCY  WORLD TRAVEL AGENCY Active results v
1025 ADAMS TREE SERVICE ADAMS TREE SERVICE Active

Record
|” 1ef 39 |

. tyler
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Add/Remove/Modify Columns

Right clicking in any column heading brings up a panel allowing you to customize the browse screen to
your liking:

e Select columns to view by checking the box adjacent to the description
e Ability to “Freeze” columns similar to Excel T
co

e A couple of reset options to return to initial settings ] Vendor A
[+ Alpha Sort Name

[+] Company Name

/] Status

[] Type

["] Address Line 1

0 city

] State ~
["] Zip Code

™1 Mace

Reset column sort

|

[ Show all columns
[ Hide all but selected
[ Reset settings
|
|
|

Freeze to left
Freeze to right
Unfreeze all
Actions Group:

+ Add a new record

Add

4 Update the current record in the find set

Update

X Delet Deletes the current record only. Note: If a program includes the ability to mass delete it

elele
will be represented as a command in the Menu category.
Globa Global change to select, predefined fields. Available in select programs

Duplicate  Creates a duplicate of the current record. Available in select programs.

Output Group:

B Prints report to a user designated or the user’s “default” printer. A user’s default printer is
o established in System Administration > Security > User Attributes.
B Tefile  Saves text file of report to the server where it can be archived, printed, displayed etc. Text
files are accessible from Departmental Functions > My Saved Reports.
8 eor Creates report in Adobe Reader (pdf) format. Improved report quality includes an elaborate
heading, bolded column headings etc. Allows flexibility in saving and distributing the report.
Once generated you have Adobe options to print or email a better quality report to others.

A Preview  Displays one or more reports in a window on the user screen

. tyler
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Office Group:

Opens an Excel spreadsheet with the data in the current set. (Select programs)

Furel

Mwerda  Create a mail merge with data in current set. (Select programs)

Emsii  EmMail a link to the current data record. Users with appropriate Munis access can open the
link and view the data. (Select programs)

[Bschedule  Schedule processing and report generation. (Select programs)

NOTE Munis includes keyboard shortcuts for many ribbon commands. Simply hover over a command
icon to see the shortcut (e.g. CTRL+D to select the Delete command).

Tools Group:

The commands in the Tools group are available in select programs

0] Retrieves documents linked to information stored in Tyler Content Manager or attached to
e the record
Enter notes associated with a data record
"9 Tyler Notify enables automated notifications through email, text, twitter
S1Audit |ists audit records associated with a data record
Maplnks - Retrieves a map associated with a data record

© 2ets-  Establish an alert associated with a data record
Menu Group:

Menu group contains options specific to managing data in the program.

Sort Imvoice Inguiny
If Bwore. - appears, click the down arrow adjacent to More to select  |REQ Vendors Check Inquiry
additional options. The options available vary from program to 1099 Data [ More...~
program. henu

Return Group:

The rewm jcon is available if a user selects an option within a program which results in opening a new
screen. The Return option closes the current screen and returns to the previous screen.

(]
o tyler
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Work Area Fields

The work area is where you enter, update or define information. This area contains several types of

fields.
Free form entry allows alpha-numeric characters. If the field contains a “.00” or other

decimal then only numeric values are accepted.

Dropdown requires selecting a value from a predefined list. Clicking in the field provides a
list of values to select from.

@ Ellipsis presents a list of predefined values that appear in their own panel. Click the ellipses
to open a panel or type in an acceptable value. If the value you type in is invalid you will
receive a warning message in the lower left corner of the screen

"'F“Bd check Radio Button is used when the user has two or more options, one of which may be
selected. Just click the radio button adjacent to the option you wish to use.

@ Print Checkbox indicates either a yes, no or not selected. A check mark indicates Yes, blank is No

and if the center is blue ™ it has not been established.

" Date fields require a valid date and if clicked presents a calendar to select a date. Dates
may be entered in a few formats: 12312010, 12/31/2010, 123110 etc.

Required fields have a Bold field label indicating you must place information in these fields
to complete the addition of a new record or when updating a record.

Embedded Screen Buttons/Icons/Links

52 Perfi . . e .
| & performance licons and links appear where additional, optional

Embedded screen buttons
information is housed. Some buttons appear in yellow if additional information is present and others

show the number of entries. Clicking a button/icon/link opens a pane allowing you to enter or view

information.
Examples:

The folder icon button allows drilling into information presented in the field to the left.

The email icon appears adjacent to a field containing an email address. If an email address is
present, clicking the icon opens your email application and starts an email with this address.

. tyler
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The WWW icon appears adjacent to a field that contains a URL. If a web address is present,
clicking the icon opens your default browser with the address in the URL field.

Tabs

When there is insufficient space to display all fields on a single screen, the data is typically organized by
tabs. The most important information appears on the first tab.

Office Group

MUNIS Office provides users with an ability to extract MUNIS data into an Excel spreadsheet &= or

mail merge EDWerd the data into a Word template. In using either option you must first find the data to

report then click the appropriate command.

Munis Office for Excel

Clicking the Excel command allows users to extract data from Munis and report/analyze it in Excel.

A B c D 3 F G H 1 ) K L m B
1 [vorRnum [NAME DBA ADDRL ADDRZ ADDR3  CTY st e REMIT FID ssN EMAIL

2| 1 MAUREEN GELINAS 100 MAIN STREET NASHUA NH 03060 N

3 [ 1000 ABCSUPPLY COMPANY RBC SUPPLY COMPANY 100 MAIN STREET BOSTON mAa  o2110 N 123123456 jean@abesupply.com

4| 1000 DEF SUPPLY COMPANY PO BOX 348992 WILLAMSBURG VA 23185 1 jean@tylertech.com

5| 1000 ABCSUPPLY COMPANY 123123 WILLOWBROOK AVENUE PORTLAND ME 02432 2

5 [ 1000 ABC SUPPLY COMPANY 497897 FRANKLIN AVE WACO ™ 78710 %

7 [ 1001 APPLE COMPUTERS APPLE INC 183 GROVE DRIVE LOS ANGELES ca  so03s N 651323543 timcook@apple.com

8| 1002 ABLECONCRETE 3610 NORTH ELM STREET HIGH POINT Ne 1A N

9 [ 1003 MUNIS, INC. MUNIS 370 USROUTE 1 FALMOUTH ME  oa105 N t ini m
10] 1004 BMI SYSTEMS GROUP 2164 EASTBROADWAYROAD  SUITE 250 TEMPE Az 85280 N

1] 1005 CRYSTALDECISIONS 840 CAMBIE STREET VANCOUVER BRITISH COLUMBIA  CN veBa2 N

1] 1006 KRONOS 297 BILLERICA ROAD CHELMSFORD mA N info@kronos.com

13] 1007 FORD MOTOR COMPANY P.0. BOX 6248 DEARBORN M 15126 N

147 1007 FORD MOTOR CREDIT COMPANY 1100 BROOKFIELD BLVD GREENVILLE sc "29607 1

15] 1008 CHEVROLET P.0. BOX 33170 DETROIT M 482325170 N

156] 1009 GENERALMOTORS P.0. BOX 828 DETROIT M N

177 1010 DELL DELL ONE DELL WAY ROUND ROCK ™ 78682 N support@dell.com

18] 1010 DELL ONE DELL WAY FALMOUTH ME ‘04105 1

157 1011 HEWLETT-PACKARD COMPANY 3000 HANOVER STREET PALO ALTO A sazos N

0] 1012 OFFICE DEPOT 21325 WEST SIDE DRIVE IRVINE ca N

21| 1013 sTAPLES STAPLES 3174 BERLIN TURNPIKE NEWINGTON cr ‘06111 N 222234123 support@orders.staples.com
2] 1014 OFFICE MAX SOUTH BAY CENTER 3-C ALLSTATE ROAD DORCHESTER ma 02125 N 22034135 shalee.davis@tylertech.com
23] 1017 SCHOLASTIC BOOK 2311 WASHINGTON STREET DETROIT M “as201 N 222330484 scott.stephen@tylertech.com
22] 1017 SCHOLASTIC BOOK 2311 WASHINGTON STREET DETROIT M "as201 1

257 1018 RAINBOW BRIDGE PUBLISHING 8989 WILLOWBROOK AVENUE PORTLAND ME N

25| 1019 TEACHERS FRIEND 23423 ALDERMAN ROAD DALLAS ™ N

27] 1020 MILIKEN 2244 HILLTOP DRIVE REDDING ca  seon2 N

28] 1021 UNITED POSTAL SERVICE 80 GOVERNMENT AVENUE WASHINGTON pc N

29| 1021 UNITED POSTAL SERVICE STAMPED ENVELOP UNIT PO BOX 500 WILLIAMBURG pA 1669 1

30| 1022 DOUBLEDAY PUBLISHING 44 EAST 3RD STREET ANSONIA cr "o6a01 N =

B Vender Inquiry Report ® [E1 o}
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The attributes of the spreadsheet may vary however most share the following:

Column headings appear in bold
Some data cells may contain data in an underlined blue font which represents hyperlinks to each
record in the appropriate Munis program. If a Munis user clicks a link it will open the program
and retrieve the data selected from the sheet provided they have access

Some programs provide an Export Filter panel before opening Excel. The export filter allows you to select

the data columns to include in the sheet.

= Brows 7 M Delete I Text file 1 Audit Select All Save and Exit
Agept &%| Sgrch & Query Add Update = O1°b3 E Attach Select None
Duplicate 1 Preview Save
Confirm Search Actions Output Tools
o L P Hints
/| Enable hyp ~ Munis Office Export Filter allows you
| Select Field | to reduce the number of fields to be
¥ VDR NUM | S2POried. Only selected flds il
v NAME be exported.
] NAME2
¥ DBA Your selections can be saved for
] GENDER subsequent exports.
O ETHNICITY
v ADDR1
¥ ADDR2
Y ADDR3
¥ cITY
Y ST
¥ zIP
O COUNTRY
O DUNS
¥ REMIT
O] ALPHA
[ 1099
¥ FID
7 ssN
g EMAIL
¥ FAX
¥l W
¥ CERTIFICATION v
¥ STATUS
e Select All/Select None in the Menu group acts upon the fields in the export filter
e Save/Save and Exit saves the fields selected in the export filter. This is beneficial if you intend to
produce an Excel spreadsheet in the future and use the same fields.
e If Enable hyperlinks box is checked the Excel spreadsheet will contain hyperlinks for select

columns

NOTE Munis Office for Excel is available in select programs however Excel output is available in EVERY
Browse screen!
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Munis Office for Word

Clicking the Word command opens a window to prepare to launch a mail merge.

Templale [0 DO Maintain Templates

Choose an existing template
Template to use |No Template (Raw Data)

| Use | | Use TCM Merge |

Export Data Source

Export, save and use this data source to create a new MS Word mail merge template locally.

| Export Data Source |

Access the template library for additional mail merge templates associated with this process. ‘

Template Options ELETETE T TvE G

Template Name | Template Stored Template Location Owner Use Maintain
W-9 Notification Munis App server C:AMuni: y W doc jean Public Owner
W9 Merge jiw Munis App server C:\Munisimusysitemplates\W9 Letter.doc jean Public Owner

Access lists

Everyone can use this template: Only the owner listed below can maintain this template:
***PUBLIC ACCESS = jean - Jean Jones
7 View Users [V Update List (7 View Users [¥ update List

e Export Data Source to a file and use the output to create one or more templates
e Once atemplate is saved add it to the list of available templates in Maintain Templates
o The individual adding the template can restrict the ability to use and maintain the template

NOTE If you change a template you must remove and add it back to Maintain Templates

. tyler
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Attachments

Select programs provide the ability to attach documents “= to a record (e.g. AP Vendor, Employee,
Journal Entry etc.). Additionally, the Attach icon provides access to Tyler Content Management (TCM)
archived documents attached to Munis data.

Document Mappings o
Attachment Type | Document Type Read Only | Count Required
Vendor Attachment Vendor Attachment
Document Title TCM Document Type | Read Only | Count
1099-G 1099-G v 0
1099-1 1099-1 v 0
1099-M 1099-M v 0
1099-S 1099-S v 0
Contract Attachment Contract Attachment v 0
Vendor Insurance Cert AP Vendor Insurance 0
Vendor W-8 Vendor W-8 0
Vendor W-9 Vendor W-9 0
[ View Documents | | Show Counts | [¥ Maintain

e Any type of document may be attached to a record
e Users with appropriate permissions can view the attached documents providing they have the
application available to view the document on their workstation.
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