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Vendor Lookup in Munis

Below you will find screen shots of the steps you will take to look up a vendor in Munis.

Step 1: Select Vendor Inquiry under Department Function
—
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Step 2:  Using the Search tool (magnifying glass) to find a set of records you can look up vendor information in two ways. If you have a vendor
number you can enter it in the first box under General Vendor Information. Without having a vendor number use the Alpha box. Any information

entered MUST be in CAPS. Enter at least part of the vendor name placing an * before and after the name. Then select the green arrow on the tool
bar above.
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Step 3: Once you have entered an alpha value and used the green (enter) arrow you will see a screen much like the one below.

Note: many times your search will produce multiple vendor possibilities. Munis will show the number of vendors it has found meeting the criteria you
entered on the bottom of the screen “1 of 5” for example. You can scroll through the vendor screen to find the one you are looking for.
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Entering Requisitions In Munis

Below you will find the screen shots to show you how to enter multiple items on a single requisition in Munis

Step 1:

m Munis App Center - CITY OF MARLBOROUGH - 6876krun - 07/12/2018 - O x
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Step 2: Requisition Entry Main Page

e Click on the Green == *on the tool bar

e Enter Dept/Loc (there is a pull-down menu available on the right) Note: The department
code is what determined who will approve the requisition ie. School Principal)

e Tab through the Requisition Number field, Munis will populate a requisition number for you.

e You can use the General Description Field for any information you deem important such as
Department for which items are being ordered, teacher name etc.



e Tab down to Vendor and enter the Vendor Number, Munis will populate the Vendor
information.

e Tab over to Shipping Information and review it to be sure it is correct. If not change it here.

e Go to Reference. Please enter: Attn: (your name or the name of the person for whom you
are ordering materials or services. The Finance Office will no longer be mailing out orders to
vendors via the U.S. postal service. As you will be receiving the copy of the Purchase order
in your email when it is complete please use this place your order online/email/mail etc.

e You can also attach documents that pertain to this requisition on the page at the bottom by
clicking on attachments (See procedures for Attaching Documents to Requisitions in
Munis) This is a good place to attach contracts, quotes, Sole Source Letters etc.

e When you are satisfied with the Main page and are ready to enter your items go to the tool
bar and click on the green check mark.
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Enter a suggested vendor.

Step 3: Entering Items for the requisition

e Quantity (enter the number of an item that you are ordering)

e Tab down to description and enter a brief description of the item. It is always good to
include an item number or part number if available. It makes it easier to match items
when receiving materials.



Tab to unit price and enter the price of one of the items.

Tab through and Munis will update the total to reflect the Quantity multiplied by Unit

price in the Line ltem Total line.

Tab all the way down to the Org/Obj section and enter the Org/Obj number that you will be

charging the item to. You may use more than one Orb/Obj number here for each item. For
instance, if you have an item that costs $500 and you want to split it between two
departments you can enter the first Org/Obj and tab to the amount and change it from $500
to $250, or whatever split you want. Munis will then prompt you to enter another Org/Obj to
make up the difference. You can do this as many times as you like until the Org/Obj codes
and their corresponding Amounts equal the total of the items listed above.

When you are satisfied with this item go to the tool bar and click on the Green Check

You are now ready to add your next line item. Click on the Green Cross on the tool bar
T

This will open a new page (notice it will say item 2) and you will repeat the process as
outlined above.
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Step 4 Finishing the Requisition

e When you have entered all the items you wanted on the requisition and clicked on the
Green Check in the tool Bar for the last item you can X out of this screen using the black X
in the upper most right-hand corner of the screen.

e This will return you to the main page of the requisition. If you are satisfied with your work
you should select Release on the right side of the main screen. This will send your
requisition to be approved. Note: it is a good practice to check your requisition total on this
page to see if it aligns with what you had prepared to enter. If there the total is not correct
you can go back make any changes such as a missing item or price problem, then release
it when you are satisfied.
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Entering Multiple items on a single Requisition in Munis

Below you will find the screen shots to show you how to enter multiple items on a single requisition in Munis

Step 1:

m Munis App Center - CITY OF MARLBOROUGH - 6876krun - 07/12/2018 - O x
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Step 2: Requisition Entry Main Page

e Enter Dept/Loc (there is a pull-down menu available on the right)

e Tab through the Requisition Number field, Munis will populate a requisition number for you.

e You can use the General Description Field for any information you deem important such as
Department for which items are being ordered, teacher name etc.

e Tab down to Vendor and enter the Vendor Number, Munis will populate the Vendor
information.

e Tab over to Shipping Information and review it to be sure it is correct. If not change it here.

e (o to Reference. Please enter: Attn: (your name or the name of the person for whom you
are ordering materials or services. The Finance Office will no longer be mailing out orders
to vendors via the U.S. postal service. As you will be receiving the copy of the Purchase
order in your email when it is complete please use this place your order online/email/mail
etc.



¢ You can also attach documents that pertain to this requisition on the page at the bottom by
clicking on attachments (See procedures for Attaching Documents to Requisitions in
Munis) This is a good place to attach contracts, quotes, Sole Source Letters efc.

e When you are satisfied with the Main page and are ready to enter your items go to the tool
bar and click on the green check mark.
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Enter a suggested vendor.

Step 3: Entering Items for the requisition

* Quantity (enter the number of an item that you are ordering)
e Tab down to description and enter a brief description of the item. It is always good to
include an item number or part number is available. It makes it easier to match items

when receiving materials.
e Tab to unit price and enter the price of one of the items.

* Tab through and Munis will update the total to reflect the Quantity and Unit price to

reflect a total for this item.

Tab all the way down to the Org/Obj section and enter the Org/Obj number that you will be
charging the item to. You may use more than one Orb/Obj number here for each



item. For instance, if you have an item that costs $500 and you want to split it between
two departments you can enter the first Org/Obj and tab to the amount and change it from
$500 to $250, or whatever split you want. Munis will then prompt you to enter another
Org/Obj to make up the difference. You can do this as many times as you like until the
Org/Obj codes and their corresponding Amounts equal the total of the items listed above.

When you are satisfied with this item go to the tool bar and click on the Green Check

You are now ready to add your next line item. Click on the Green Cross on the tool bar
uiu

This will open a new page (notice it will say item 2) and you will repeat the process as
outlined above.
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e When you have entered all the items you wanted on the requisition and clicked on the
Green Check in the tool Bar for the last item you can X out of this screen using the black X
in the upper most right-hand corner of the screen.

e This will return you to the main page of the requisition. If you are satisfied with your work
you should select Release on the right side of the main screen. This will send your
requisition to be approved.
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Attaching Documents Too Requisitions in Munis

Below you will find the screen shots to help you attach a document to a requisition in Munis

Step 1: Have the document you will be attaching to the requisition saved to your computer.
Step 2: Attaching a document occurs on the Main page in Requisition Entry.

e (o to the Attachment(s) at the bottom of the page and click on that.
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Step 3: Opening new Requisitions Attachments window
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e Browse your computer for the file that you have saved and want to attach to the
requisition.
e Select the file and click on open.

Step 5: Once you do this the following screen will open

(1] Attachment File Attributes — O >

File Edit Tools Help

-, £

|1©® # 28 QE@E4+ %X 6 --

Please enter a brief description (30 characters or less)
for this Munis Attachment file.

Description {l

| Also, by default this file is considered “private” and :
| can only be viewed by Munis users. To change this setting k-
and allow for "public” viewing of this file, ched: this box. '

[ File can be viewed by non-Munis users

A description to be used for this fleisrequred

T TP T T T T TP TP T LT T T TP T I P I T o

e Enter a brief description of the document you are attaching.

e When you have typed in the description select the Green Check Mark in the tool bar @
e You will then see something like the following:
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e At this point you can click on the Green Check Mark in the tool bar & to complete
attaching the document. —



Look up a Purchase Order by Vendor

Below you will find screen shots of the steps you will take to look purchase orders issued to Vendors using
the Vendor Inquiry Function.

Step 1: Select Vendor Inquiry under Department Function
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Step 2: Step 2: Enter a vendor number or Alpha data for the vendor (remember alpha must be all caps).
Select the green check mark 9 When done. (Below is an example of a Vendor Inquiry)

@ Vendor Inquiry - Munis [CITY OF MARLBOROUGH] -
My File Edit Tools Help

@@t uaQER|+ZFX (e HR BBDD|eEN w000
—General Vendor Ir i Audits
vendor [ 26223 ] Entty |1 Entered  [07/16/2009
p— Alpha [NORTH READING TRANS Type | 71 || modfied  [11/10/2016
Status | ACTIVE | Reason | El By [es76tste
Invoice Inquiry Change Set m = I
Check Inquiry
Main | General | Miscelaneous | Contacts | Certifications |
PO Inquiry ~Contact Ir
R g TS Company Name :NORTHREADINGTRANSPORTATION Addresses (0) Comments (0)
GL Summary DBA I
History Address | 230 MAIN STREET
Awarded I
Commodities |
Zip code 01864
City |NORTH READING

State IMA I Massachusetts
Country I [~ Foreign entity

Email | =
www | @ I

r~Identification -Additional
SSN ( Performance |
FID 04-3106807 ﬁ Commodity |
DUNS




Step 3: To check to see if an invoice for a vendor has been paid select “Purchase Order Inquiry” from the
boxes on the left side of the Vendor Inquiry you just requested. (The example here is for North Reading
Transportation). When you select the “Purchase Order Inquiry box you will see the following box) You will
be given the following options:

e Year. You can look for current or previous year’s invoice by using this field. Clear the field next to
the year so not to limit your search.

e Status. Options; Closed, Rejected, Creation, Allocated, Released, Posted, Printed, Carryforward.
It is recommended that you leave this field blank so that you will see all purchase orders regardless
of their current status.

e PO Number: You can enter a PO Number however it is not recommended.
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Step 4: Once you enter the Year/period and clear the field beside the year/period select the

9 vou will

be given a list of purchase orders that have been issued to this vendor. When you find the purchase order

you are interested in select it and double click.

Q Purchase Order Browse

File Edit Tools Help

00| aaQEE+ZF X6 ER BEOD|cEN «0 80

Buy Id Year Per PO PO Date S Dept. Order Amount Open Amount

6876krun 2019 5 20191657 11/05/2018 8 SHPPS 256.08 256.08
6876krun 2019 5 20191656 11/05/2018 8 SHHWL 764.64 764.64
6876krun 2019 4 20191606 10/31/2018 0 SATHL 11,058.96 .00
6876krun 2019 4 20191579 10/30/2018 8 SMMUS 463.74 463.74
6876krun 2019 4 20191508 10/24/2018 8 SHMUS 309.16 309.16
6876krun 2019 4 20191507 10/24/2018 0 SDOFF 125.00 .00
6876krun 2019 4 20191350 10/10/2018 0 SHMUS 309.16 .00
6876krun 2019 4 20191302 10/04/2018 8 SDOFF 2,056,414.00 1,643,351.20
6876krun 2019 4 20191251 10/02/2018 0 SSPED 150,000.00 .00
6876krun 2019 4 20191250 10/02/2018 8 SSPED 5,000.00 4,839.55
6876krun 2019 4 20191249 10/02/2018 8 SGRNT 929,137.22 820,002.50
6876krun 2019 3 20191162 09/26/2018 0 SECC 125.00 .00
6876krun 2019 3 20191013 09/19/2018 0 SGRNT 125.00 .00
6876krun 2019 3 20190853 09/07/2018 0 SMMUS 1,700.00 .00
6876krun 2019 3 20190852 09/07/2018 8 SHMUS 896.82 896.82
6876krun 2019 2 20190750 08/30/2018 0 SSPED 81,428.00 .00
6876krun 2019 2 20190727 08/29/2018 8 SSPED 197,010.53 178,674.62
6876krun 2019 1 20190393 07/31/2018 0 SDOFF 664.01 .00
6876krun 2019 1 20190338 07/25/2018 0 SGRNT 1,171.40 .00

Step 5: Once the Purchase Order is selected you will be presented with a screen like the one below. This

gives many important pieces of information such as:

e The Purchase Order number used to order the goods or services.
e Vendor Address Information
e  Our Ship to address information

o Order details such as items/services order, quantities, pricing and org./obj. used for billing

purposes can be viewed by selecting the Line Detail box on the left of this screen.
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Aty (& Notes l (& Receiving | (& Invoices
Approvals
~Vendor Details [~ Shipping Details
Line Detail Vendor 26223 I~ Committed Ship to SCPHOE
) Name  [NORTHREADING TRANSPORTATION | HiLDRETH scHOOL
GL Allocations
POmaiing [ 0 Jlarm: proENIX PROGRAM
ELETiTg 230 MAIN STREET 85 saw sTREET
| [MARLBOROUGH [ma [o1752
[NorTH READING [ma [o1864 Reference |
Remit 0
Line Ordered Amount Liquidated Balance 1st GL Account Zl (ot
256.08 45515H06-70501
Ordered 256.08
Liquidated 0.00
~1| Balance 256.08
| | > |
1] 4 1of1 » ] Q | &= | attachments @




Using EXCEL to help you search

If you have done a Vendor Purchase Order Inquiry and the result has provided many entries then EXCEL
can be helpful in making searching for items easier.

Step 1: From the screen that resulted from your Vendor “PO Inquiry” select the EXCEL icon in the tool bar
at the top of the screen.

u:y Purchase Order Browse o [m]
File Edit Tools Help

je@|s malam@|+zX|(6eeERBBOD|eEN %080

Buy Id Year Per PO PO Date S Dept. Order Amount Open Amount
5 20191924 11/27/2018 8

6876krun 2019 5 20191923 11/27/2018 8 SHMUS 309.16 309.16
6876krun 2019 5 20191864 11/20/2018 8 SMOFF 130.79 130.79
6876krun 2019 5 20191657 11/05/2018 0 SHPPS 256.08 .00
6876krun 2019 5 20191656 11/05/2018 8 SHHWL 764.64 764.64
6876krun 2019 4 20191606 10/31/2018 0 SATHL 11,058.96 .00
6876krun 2019 4 20191579 10/30/2018 8 SMMUS 463.74 463.74

Step 2: Munis will extract the data from your inquiry into an EXCEL spreadsheet.

ile Home Insert Page Layout Formulas Data Review View QuickBooks Q Tell me what you want to do

T‘—hl ?{;Cut Calibri MR St I 28 Wrap Text General be l:;-_‘[_ﬂ D Normal Bad

= ER Copy - 2 e — == o <o 00 Conditional Fomfatas I Nl explanatory

3 ~' Format Painter BT U~ s2 'A'v SE=E= == Merge&Center | 8% o0 Formatting ~  Table ~ : g —remey
Clipboard [ Font [P Alignment ] Number [

[ Y B s

1 ¥ fe Buyid
A B | ¢ | b E [ele H | i J K | ¢t | M | N | o

Buy Id [vear Per PO PO Date S Dept.  Order Amount Open Amount

|6876krun 2019 5 0191924 11/27/2018"8 SHMUS 380.50 380.50

|6876krun 2019 5 20191923 11/27/2018"3 SHMUS 309.16 309.16

6876krun 2019 5 20191864  11/20/20183 SMOFF 130.79 130.79

|6876krun 2019 5 0191657  11/05/2018"0 SHPPS 256.08 0.00

6876krun 2019 5 20191656  11/05/20183 SHHWL 764.64 764.64

|6876krun 2019 72 0191606  10/31/2018°0 SATHL 11,058.96 0.00

6876krun 2019 4 0191579 10/20/2018"8 SMMUS 463.74 263.74

|6876krun 2019 72 0191508 10/24/20188 SHMUS 309.16 309.16

6876krun 2019 4 20191507 10/24/2018"0 SDOFF 125.00 0.00

|6876krun 2019 3 20191350  10/10/2018'0 SHMUS 309.16 0.00

6876krun 2019 4 20191302 10/04/20183 SDOFF 2,056,414.00  1,643,351.20

|6876krun 2019 72 20191251 10/02/2018"0 SSPED 150,000.00 0.00

6876krun 2019 4 20191250  10/02/20183 SSPED 5,000.00 4,839.55

|6876krun 2019 72 20191245 10/02/20183 SGRNT 929,137.22  820,002.50

6876krun 2019 3 20191162 09/26/2018"0 SECC 125.00 0.00

|6s76krun 2019 3 0191013 09/19/2018'0 SGRNT 125.00 0.00

6876krun 2019 3 0190853 09/07/2018"0 SMMUS 1,700.00 0.00

|6876krun 2019 73 20190852 09/07/2018"0 SHMUS 896.82 0.00

6876krun 2019 2 0190750  08/20/2018"0 SSPED 81,428.00 0.00

|6876krun 2019 72 20190727  08/29/2018"% SSPED 197,01053  178,674.62

6876krun 2019 1 0190393 07/21/2018"0 SDOFF 664.01 0.00

|6876krun 2019 1 20190338 07/25/2018'0 SGRNT 1,171.40 0.00

Step 3: From here you can use the Data/Sort option to sort the data or the Find option to find items that
you are looking for. Start by selecting Data in the tool bar and the box below will present itself. Then you
can sort by the columns as you wish.

Note: if you have never used EXCEL before this may not be something you find very helpful.



ile Home nsel Page Layou ormulas  [MDCCRN Review  View  QuICKBOOKS €ll me what you want to do

E D] ['ﬂ@ D [‘1 D @DQuerles&Connedlons 8 Y e =2 E"E = E"D @ L 3 7 _)LE

et From From FromTable/ Recent  Existing  Refresh 7| Sot | Filter Tertto Flash Remove  Data  Consolidate Manage | What-ff Forecast Grou|
stav Ted/CSV Web  Range Sources Connections All~ Vo Advanced  Columns Fill Duplicates Validation - DataModel | Analysis~ Sheet ~ +
Get & Transform Data Queries & Connections Sort & Filter Data Tools Forecast
i Y & s
2 > b2 6876krun
A B c D E F G H ] J o ™ N o P | a R s
Buy Id Year Per PO PO Date S Dept. _ Order Amount Open Amount
6876krun 2019 5 20191924 | 11/27/20188 'SHMUS | 38050 380.50
6s76krun 2019 5 0191923 11/27/20188 'SHMUS 309.16 309.16
6876krun 2019 5 20191864 11/20/2018"8 'SMOFF | 130.79. 130.79)
6s76krun 2019 5 0191657 11/05/2018'0 'SHPPS 256.08 0.00
6876krun 2019 5 20191656 = 11/05/20188 SHHWL 764.64 7644 —
6876krun 2019 4 70191606  10/31/2018'0 |SATHL 11,058.96 0.00
7 | 4 : A2 T /- S I T T = |
6876krun (2013 : }0191579 | 10/30/2018r8 SMMUS 463.74. 463.741| | *) aqd Level || DX Delete Level || B2 Copy Level Options... My data has headers
6876krun 2019 4 20191508 10/24/20188 SHMUS 309.16 309.16
I|6876krun 2019 2 "20191507 | 10/24/2018'0 'SDOFF | 125.00 0.00 Sc"'”"‘“ seron Didet ‘
[s876krun 2019 0191350  10/10/2018'0 SHMUS | 309.16 0.00 | %™ Gellalues HilgAto2 vl
|es76krun 2015 % 20191302 10/04/2018'8 SDOFF | 2,056,414.00  1,643,351.20
i|6876krun 2019 7 0191251 10/02/2018'0 /SSPED | 150,000.00 0.00
{|ss76krun 2015 7% 20191250  10/02/2018'8 SSPED | 5,000.00/ 4,839.55
i[6876krun 2015 20191249 10/02/2018'8 SGRNT | 929,137.22  820,002.50
i[6s76krun 2019 3 720191162 09/26/2018' sEcc 125.00 0.00
'|6876krun 2019 2 20191013 | 09/19/20180 |SGRNT 125.00 0.00
krun |2 ik 2 . 09/1 @ ! I | 0
i[6876krun 2019 3 20190853 09/07/2018'0 SMMUS 1,700.00 0.00
3 A v T v 1 i T 5 cance]
I|e876krun 2015 3 20190852 09/07/201870 SHMUS 896.82. 0.00
1[6s76krun 2015 2 "20190750  08/30/2018' SSPED | 81,428.00 0.00
|6s76krun 2019 72 0190727 08/29/20188 SSPED | 197,01053  178,674.62
1|6876krun 2019 1 %20190393  07/31/2018'0 'SDOFF 664.01 0.00
i|6876krun 2019 1 ¢ 07/25/20180 |SGRNT 1,171.40 0.00

Step 4: Once sorted by for instance Purchase Order number it will be easier to find the one you are looking
for.

You can also use the find feature in EXCEL to find and PO, Invoice, Amount etc.

o e ormutes | Dots | Review | ew | CUICKPooRs T MEWhat you want 1o 60
j?"c“‘ Calibri B TR e 2 WipTex General - EF:‘ g‘d Normal Bad Good Neutral E‘““’S“"‘ = %Y p

BB Copy - S Fill -
f e |G A = ElVegencener - § - % 2 [ Conditon) Formata Expl input Linked cel . e s

Clipboard 5 Font 5 Alignment 5 Number 5 styles cells Editing

Y i
» £ | Buyld

Bl e | c | o e Pl H L s e |l e | m | w o e e r | s | x| uwl|wv][w]|x|¥v]&z]|
wyld _lvear Per PO PoDate s Dept.  Order Amount Open Amount
S76krun 2013 5 20191924 11/27/2018'8 SHMUS 38050 380.50
876krun 2019 5 20191923 11/27/2018'8 SHMUS 3096 309.16
876krun 2019 5 20191864 11/20/2018'8 SMOFF 130.79 130.79
g76krun 2019 5 20191657  11/05/2018'0 SHPPS 256.08 0.00
876krun 2019 5 "20191656  11/05/2018'8 SHHWL 764.64 764.64
876krun 2019 3 "20191606  10/31/2018'0 SATHL 11,058.96 0.00
876krun 2019 3 "20191579  10/30/2018'8 SMMUS 463.74 463.74
g76krun 2019 2 20191508 10/24/2018'3 SHMUS 309.16 309.16

v v v P> Find and Replace. 7 X

876krun 2019 4 20191507 10/24/2018'0 SDOFF 125.00 0.00
876krun 2019 3 20191350 10/10/2018'0 SHMUS 309.16 0.00 Find  Replace
876krun 2019 3 "20191302  10/04/2018'8 SDOFF 2,056,414.00  1,643,351.20 -
g76krun 2019 2 20191251 10/02/2018'0 SSPED 150,000.00 0.00 Findwhat: || =
876krun 2019 2 20191250 10/02/2018'3 SSPED 5,000.00 4,839.55
876krun 2019 3 20191249 10/02/2018'8 SGRNT 92913722 820,00250 5
876krun 2019 3 20191162 09/26/2018'0 SECC 125.00 0.00 pons >
876krun 2019 3 20191013 | 09/19/20180 SGRNT 125.00 0.00 e =
876krun 2019 3 20190853 09/07/2018'0 SMMUS 1,700.00 0.00
876krun 2019 3 "20190852  09/07/2018'0 SHMUS 896.82 0.00
876krun 2019 2 "20190750  08/30/2018'0 SSPED 81,428.00 0.00
876krun 2019 2 "201%0727  08/29/2018'8 SSPED 197,01053  178,674.62

Step 1: Select the Find Option in the tool bar at the top of the EXCEL spreadsheet, far right and the box
shown will appear.

Step 2: Select the column you will be searching in.

Step 3: type in the box the data that you are trying to find, example if you are looking for a purchase order
such as 20191111 you would enter it here.

Step 4: EXCEL will move to this item.



Payment Look up by Vendor

Below you will find screen shots of the steps you will take to look up payments to Vendors in the Vendor
Inquiry Function.

Step 1: Select Vendor Inquiry under Department Function

(12 Munis App Center - CITY OF MARLBOROUGH - 6876krun - 11/14/2018 =

Munis Application Menu
[#- Favorites o®
[+ Financials L ) B P
: e 0
#- Human Resources/Payroll 00 * m u n |S
[+ General Revenues L

a tyler erp solution

= Departmental Functions
. Account Inquiry
- YTD Budget Report

- Purchase Order Inquiry
- Employee Inquiry

- Next Year Budget Entry / <)
- Requisition Entry 7T . o\ Financials, Revenue & Citizen Serv
- Requisition Approvals g . and Human Capital Mana
- Position Inquiry O 44 E o

- Job Class Inquiry
Payroll Exceptions
- Payroll Vendors
= Bill Inquiry
- Saved Reports
My Saved Reports
- Menu Personal Preferences
- Workflow Assistant
#- Help

Step 2: Enter a vendor number or Alpha data for the vendor (remember alpha must be all caps). Select the
green check mark 9 when done. (Below is an example of a Vendor Inquiry)

[ Vendor Inquiry - Munis [CITY OF MARLBOROUGH] -
My File Edit Tools Help

@@ |t v QEB|+FX (e AR OEER|(e#EN w080

General Vendor Inft i Audits
Vendor | 26223 4 Entty |1 Entered  [07/15/2009
e Alpha [NORTH READING TRANS Type | [ || modfied  [11/10/2016
Status | ACTIVE | Reason | =l By |e876tste
Invoice Inqui
e oy | e
Check Inquiry
Main I General ] Miscellaneous ] Contacts I Certifications I
PO Inquiry —Contact Ir i
Recuming Thvokes Company Name :NORTH READING TRANSPORTATION Addresses (0) Comments (0)
GL Summary BeA |
&I Address |Z30MAINSTREEI
Awarded I
Commodities |
Zip code 01864
City |NORTH READING

State IMA I Massachusetts
Country I I~ Foreign entity

Email | =
www | @ I

r~Identification Additional
SSN (& Performance I
FID 04-3106807 = Comm i I
DUNS




Step 3: To check to see if an invoice for a vendor has been paid select “Invoice Inquiry” from the boxes on
the left side of the Vendor Inquiry you just requested. (The example here is for North Reading
Transportation). When you select the “Invoice Inquiry box you will see the following box) You will be given
the following options:

L Invoice Selection - O X
My File Edit Tools Help

00|t uala @+ -ERDEED|eEN w0 @

Year. You can look for current or previous year’s invoice by using this field.

Status. Options are Active, Hold, Paid, Void. You will only be interested in the Paid option.
Document is a field that we do not use

Invoice: You can enter an invoice number however it is not recommended. You will not see

invoices that are not an exact match using this method. It is recommended that you leave this
blank and view any invoices that have been paid.

Invoice Criteria - 3 Fasd
Year fperiod m [—0 ERBHE IT B
Status v fype o]
Document [— s By
Invoice l Ck

Contacts | Certifications |

'('A)cﬁve, (H)bld; (P)aid or blank for al. ovR 'RANSPORTATION
i ' —
DBA |
Address I 230 MAIN STREET
|
|
Zip code |o1864 =
City | NORTH READING
State IE‘ Massachusetts
Country l [™ Foreign entity
Ernail | =l




Step 4: Once you enter the Year/period and the Status “Paid” you will be given a list of invoices that have
been paid for this vendor. When you find the invoice you are interested in select it and double click.

file Edit Tools Help

0@+ anQ=E@+7X|6RER @ARD|cEN 0080

Clerk Document Invoice Inv Date PO Warrant S Check # Amount UseT
6876tste 22555 22555 11/07/2018 20191606 SE1907 P 487637 11,058.96
6876tste 22532 22532 11/07/2018 20191302 SE1907 P 487637 201,382.92
6876tste 800 800 11/06/2018 20191507 SE1907 P 487637 125.00
6876tste 1018 1018 10/30/2018 20191350 SE1907 P 487637 309.16
6876tste 22497 22497 10/24/2018 20190727 SE1907 P 487637 11,990.91
6876tste 22495 22495 10/24/2018 20191249 SE1907 P 487637 109,134.72
6876tste 22395 22395 10/23/2018 20191302 SE1907 P 487637 4,826.70
6876tste 615 615 10/16/2018 20191250 SE1906 P 486990 160.45
6876tste 614 614 10/16/2018 SE1906 P 486990 125.00
6876tste 22236 22236 10/09/2018 20191302 SE1906 P 486990 201,382.92
6876tste 80 80 09/26/2018 20190338 SE1905 P 486510 205.67
6876kbar 757 757 09/26/2018 CE19026 P 486120 1,160.00
6876tste 214 214 09/26/2018 20190338 SE1905 P 486510 123.15
6876tste 185 185 09/26/2018 20191013 SE1905 P 486510 125.00
6876tste 181188 181188 09/26/2018 SE1905 P 486510 346.68
6876tste 181185 181185 09/26/2018 SE1905 P 486510 1,040.04
6876tste 178867 178867 09/26/2018 20190853 SE1905 P 486511 1,700.00
6876tste 395 395 09/19/2018 20190338 SE1904 P 485951 70.00
6876tste 22200 22200 09/04/2018 20190727 SE1903 P 485450 6,345.00
6‘8(6\‘:1? 22139 22139 09/04/208 20190750 SF1an3 P 485450 62 9N2.73

[Vendor: 26223 NORTH READING TRANS has 27 Invoices for: 617,460.22

Step 5: Once the invoice is selected you will be presented with a screen like the one below. This gives
many important pieces of information such as:

e The Purchase Order number used to order the goods or services.

e The amount paid on the invoice.

e The City of Marlborough Check Number of the check issued for this invoice.

e The Date the check was issued

e The Number of the warrant in which the check was cut and the date of the warrant

L Invoice Data - Munis [CITY OF MARLBOROUGH] — m]
My File Edit Tools Help

oot vnalaEz@/+7X(éeaBRrR DEOB N %0080
T -Invoice
Document 22555 Vendor | 26223  Remit ] 0
= Invoice [22sss Name  [NORTH READING TRANSPORTATION
Year fper m [_5 Terms I
Involee A I Type IT Invoice Address Remits
Cash Account [ 10000 | 10400 CASH-UR CK
PO 20191606
Contract —
Gross amt ,W Desc |August/5ept Athletic buses
Disc date |— Status F Paid
Disc basis I—DO Voucher 466887
Disc percent .000 Warrant W
Net amount lm Inv date W
Retainage [ 0 (Soetis Due date 11/13/2018
Work Order/Task | | 0
Payment meth W Normal Dept/Loc SATHL
Check no [W
Check date 11/13/2018 ™ Separate check
™ Indude documentation
I™ PA applied

Nienlav rammante acenciatad with thic inunire C)



Look up a Purchase Order by Vendor

Below you will find screen shots of the steps you will take to look purchase orders issued to Vendors using
the Vendor Inquiry Function.

Step 1: Select Vendor Inquiry under Department Function

(12 Munis App Center - CITY OF MARLBOROUGH - 6876krun - 11/14/2018 o

Munis Application Menu
[+ Favorites o
- Financials U ) 1
: o _0
#- Human Resources/Payroll 00 ® m u n IS
[+ General Revenues L a tyler erp solution

= Departmental Functions
. Account Inquiry
- YTD Budget Report

- Purchase Order Inquiry
- Employee Inquiry

- Next Year Budget Entry y 3
Requisition Entry e ANl Financials, Revenue & Citizen Sery

" Beguiston pgrovals , L. = and Human Capital Mana
- Position Inquiry i : - s
- Job Class Inquiry :
- Payroll Exceptions
- Payroll Vendors
= Bill Inquiry
- Saved Reports

My Saved Reports

- Menu Personal Preferences

. Workflow Assistant
#- Help

Step 2: Step 2: Enter a vendor number or Alpha data for the vendor (remember alpha must be all caps).
Select the green check mark 9 when done. (Below is an example of a Vendor Inquiry)



lw Vendor Inquiry - Munis [CITY OF MARLBOROUGH]
My File Edit Tools Help

@+t LB AQAEB+FX L HER DDA EEN %000

{I[1}

General Vendor Information Audits
vendor [ 26223 4 Entity [1 Entered  [07/16/2009
T Alpha |NORTH READING TRANS Type Modified | 11/10/2016
Status | ACTIVE Reason By |6876tste
Invoice Inquir
_imvoce rauy | IO e
Check Inquiry
Main ] General ] Miscellaneous ] Contacts ] Certifications ]
PO Inquiry Contact Information
Recurring Invoices | Company Name INORTH READING TRANSPORTATION Addresses (0) Comments (0)
GL Summary DBA I
History Address | 230 MaIN STREET
Awarded I
Commodities I

Zip code 01864

City INORTH READING

State MA ... Massachusetts
Country i Foreign entity

Email | =

www | @

Identification Additional

SSN (& Performance
FID 04-3106807 = Commot dity
DUNS

Step 3: To check to see if an invoice for a vendor has been paid select “Purchase Order Inquiry” from the
boxes on the left side of the Vendor Inquiry you just requested. (The example here is for North Reading

Transportation). When you select the “Purchase Order Inquiry box you will see the following box) You will
be given the following options:

e Year. You can look for current or previous year’s invoice by using this field. Clear the field next to
the year so not to limit your search.

o Status. Options; Closed, Rejected, Creation, Allocated, Released, Posted, Printed, Carryforward.
It is recommended that you leave this field blank so that you will see all purchase orders regardless
of their current status.

e PO Number: You can enter a PO Number however it is not recommended.



[[J) Purchase Order Selection ~ — ] X —
My File Edit Tools Help
|lo@|s wala =@ JoBREBRE[cEN*

Purchase Order Criteria Audits

- Enti Entered

peod [0 |5 | T [ red  [07/16/2009

St 3 Type | ’ | || modified [11/10/2016

PO number ] Reason | | By | ea76tste

Change Set [Current =
pus ] Contacts I Certifications |
Fiscal year of purchase orders or zero for all. {C;
| ZANG TRANSPORTATION Addresses (0) Comments (0

RECOITTTG TYORES l ”
GL Summary | DBA I
oty | Address | 230 MAIN STREET

Awarded I
Commodities |

Zip code [o1864 =i

Gity | NORTH READING

State m Massachusetts

Country I— I™ Foreign entity

Email | EI;I

www |

r~Identification —Additional

ssN I'— (= Performance |
FID  |04-3106807 (= Commodity |
DUNS

Step 2: Step 4: Once you enter the Year/period and clear the field beside the year/period select the @ :

You will be given a list of purchase orders that have been issued to this vendor. When you find the
purchase order you are interested in select it and double click.

m Purchase Order Browse =

file Edit Tools Help

00|+ 2B |QEB|+FX (6L HR BADND|cHEN 08O

S Order Amount Open Amount
5 20191657 8
6876krun 2019 5 20191656 8 SHHWL 764.64 764.64
6876krun 2019 4 20191606 10/31/2018 0 SATHL 11,058.96 .00
6876krun 2019 4 20191579 10/30/2018 8 SMMUS 463.74 463.74
6876krun 2019 4 20191508 10/24/2018 8 SHMUS 309.16 309.16
6876krun 2019 4 20191507 10/24/2018 0 SDOFF 125.00 .00
6876krun 2019 4 20191350 10/10/2018 0 SHMUS 309.16 .00
6876krun 2019 4 20191302 10/04/2018 8 SDOFF 2,056,414.00 1,643,351.20
6876krun 2019 4 20191251 10/02/2018 0 SSPED 150,000.00 .00
6876krun 2019 4 20191250 10/02/2018 8 SSPED 5,000.00 4,839.55
6876krun 2019 4 20191249 10/02/2018 8 SGRNT 929,137.22 820,002.50
6876krun 2019 3 20191162 09/26/2018 0 SECC 125.00 .00
6876krun 2019 3 20191013 09/19/2018 0 SGRNT 125.00 .00
6876krun 2019 3 20190853 09/07/2018 0 SMMUS 1,700.00 .00
6876krun 2019 3 20190852 09/07/2018 8 SHMUS 896.82 896.82
6876krun 2019 2 20190750 08/30/2018 0 SSPED 81,428.00 .00
6876krun 2019 2 20190727 08/29/2018 8 SSPED 197,010.53 178,674.62
6876krun 2019 1 20190393 07/31/2018 0 SDOFF 664.01 .00
6876krun 2019 1 20190338 07/25/2018 0 SGRNT 1,171.40 .00




Step 3: Step 5: Once the Purchase Order is selected you will be presented with a screen like the one

below. This gives many important pieces of information such as:

e The Purchase Order number used to order the goods or services.
e Vendor Address Information

e Our Ship to address information

[ ]

Order details such as items/services order, quantities, pricing and org./obj. used for billing

purposes can be viewed by selecting the Line Detail box on the left of this screen.

[l Purchase Order Inquiry - Munis [CITY OF MARLBOROUGH] = a
My File Edit Tools Help
oo+ uaQE®/+7X ¢ BER BBOB e %0080
Dept/Loc |sHPPS Status 8 - Printed
GLFind GL effective date 11/05/2018 Duker | Ky e et
Detai Find Fiscal year 2018 Period [B? Ertcred LR
PO number D101657 Needed By 11/01/2018
Audits General commodity Eaphr
notes General description IFleId trip to Salem fast Changed D
RERLY ﬁ’ Notes | DA' Receiving I D“’ Invoices
Approvals
‘Vendor Details 11~ Shipping Details
Line Detail ‘ Vendor 26223 ™ Committed Ship to SCPHOE
5 Name |NORTH READING TRANSPORTATION !H!LDRETH SCHOOL
GL Allocations
POmaiing | 0 | ATTN: PHOENIX PROGRAM
(ELETLtg [ 230 MAIN STREET [85 sawm sTReET
[ [MARLBOROUGH [ma [o1752
[norTH READING Jma [o1se4 Reference |
Remit 0
Line Ordered Amount Liquidated Balance 1st GL Account ;I ok
256.08 45515H06-70501
Ordered 256.08
lquidated [ 0.00
~!| Balance 256.08
<« | »
0| e S m]al® | semeso

Using EXCEL to help you search

If you have done a Vendor Purchase Order Inquiry and the result has provided many entries then EXCEL

can be helpful in making searching for items easier.

Step 1: From the screen that resulted from your Vendor Invoice Inquiry” select the EXCEL icon in the tool

bar at the top of the screen.

;-;; Purchase Order Browse i [m]
File Edit Tools Help
0@ % 2a@d QEE+ X RER OO N =00 0
Buy Id Year Per PO PO Date S Dept. Order Amount Open Amount

5 20191924 11/27/2018 8 380.
6876krun 2019 5 20191923 11/27/2018 8 SHMUS 309.16 309.16
6876krun 2019 5 20191864 11/20/2018 8 SMOFF 130.79 130.79
6876krun 2019 5 20191657 11/05/2018 0 SHPPS 256.08 .00
6876krun 2019 5 20191656 11/05/2018 8 SHHWL 764.64 764.64
6876krun 2019 4 20191606 10/31/2018 0 SATHL 11,058.96 .00
6876krun 2019 4 20191579 10/30/2018 8 SMMUS 463.74 463.74

Step 2: Munis will extract the data from your inquiry into an EXCEL spreadsheet.
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1 b4 S | Buyld

[ e | ¢ | o | e | e | e | w | ¢ | v | x | & | M | N | o

Buy Id Year Per PO PO Date S Dept.  Order Amount Open Amount

|6876krun 2019 5 20191924  11/27/20188 SHMUS 380.50 380.50

|6876krun 2013 5 20191923 11/27/2018'3 SHMUS 309.16 309.16

6876krun 2019 5 0191864  11/20/2018"8 SMOFF 130.79 130.79

|6876krun 2019 5 20191657  11/05/2018'0 SHPPS 256.08 0.00

6876krun 2019 5 0191656  11/05/2018"8 SHHWL 764.64 764.64

|6876krun 2019 72 20191606  10/31/2018'0 SATHL 11,058.96 0.00

6876krun 2019 4 0191579 10/20/2018"3 SMMUS 463.74 263.74

|6876krun 2019 72 20191508 10/24/2018'3 SHMUS 309.16 309.16

6876krun 2019 4 0191507  10/24/2018"0 SDOFF 125.00 0.00

|6876krun 2019 72 0191350  10/10/2018'0 SHMUS 309.16 0.00

6876krun 2019 4 20191302 10/04/20188 SDOFF 2,056,414.00  1,643,351.20

|6876krun 2019 72 20191251 10/02/2018'0 SSPED 150,000.00 0.00

6876krun 2019 4 0191250  10/02/2018"3 SSPED 5,000.00 4,339.55

|6876krun 2019 2 20191249 10/02/2018'3 SGRNT 929,137.22  820,002.50

6876krun 2019 3 n0191162  09/26/2018"0 SECC 125.00 0.00

|6876krun 2019 73 20191013 09/19/2018'0 SGRNT 125.00 0.00

6876krun 2019 3 0190853 09/07/2018"0 SMMUS 1,700.00 0.00

|6876krun 2019 3 20190852 09/07/2018'0 SHMUS 896.82 0.00

6876krun 2019 2 0190750  08/20/2018"0 SSPED 81,428.00 0.00

|6876krun 2019 72 20190727  08/29/2018'3 SSPED 197,01053  178,674.62

6876krun 2019 1 0190393 07/31/2018°0 SDOFF 664.01 0.00

6876krun 2019 1 "20190338  07/25/2018"0 SGRNT 1,171.40 0.00

Step 3: From here you can use the Data/Sort option to sort the data or the Find option to find items that
you are looking for. Start by selecting Data in the tool bar and the box below will present itself. Then you
can sort by the columns as you wish.

Note: if you have never used EXCEL before this may not be something you find very helpful.



e Home nsel Page Layou ormulas WUCCHN  Review  View Il me what you want to Go
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&Ele B B [P &l s B B X 8- @ B & =
et From From FromTable/ Recent = Bisting  Refresh 7| Sot | Filter Tertto Flash Remove  Data  Consolidate Manage | What-ff Forecast Grou|
stav Ted/CSV Web  Range Sources Connections All~ Vo Advanced  Columns Fill Duplicates Validation - DataModel Analysis~ Sheet ~ +

Get & Transform Data Queries & Connections Sort & Filter Data Tools Forecast
i Y
2 > b2 6876krun
A B c D E F G H | ) K L ™ N o e a R s

Buy Id Year Per PO PO Date S Dept. _ Order Amount Open Amount

6876krun 2019 5 20191924 | 11/27/20188 'SHMUS | 38050 380.50

6s76krun 2019 5 0191923 11/27/20188 'SHMUS 309.16 309.16

6876krun 2019 5 20191864 11/20/2018"8 'SMOFF | 130.79. 130.79)

6s76krun 2019 5 0191657 11/05/2018'0 'SHPPS 256.08 0.00

6876krun 2019 5 20191656 = 11/05/20188 SHHWL 764.64 7644 —

6876krun 2019 4 70191606  10/31/2018'0 |SATHL 11,058.96 0.00

7 | 4 : A2 T /- S I T T = |

6876krun (2013 : }0191579 | 10/30/2018r8 SMMUS 463.74. 463.741| | *) aqd Level || DX Delete Level || B2 Copy Level Options... My data has headers

6876krun 2019 4 20191508 10/24/20188 SHMUS 309.16 309.16
I|6876krun 2019 2 "20191507 | 10/24/2018'0 'SDOFF | 125.00 0.00 Sc"'”"‘“ seron Didet ‘

[s876krun 2019 0191350  10/10/2018'0 SHMUS | 309.16 0.00 | %™ Gellalues HilgAto2 vl
|es76krun 2015 % 20191302 10/04/2018'8 SDOFF | 2,056,414.00  1,643,351.20
i|6876krun 2019 7 0191251 10/02/2018'0 |SSPED 150,000.00 0.00
{|ss76krun 2015 7% 20191250  10/02/2018'8 SSPED | 5,000.00/ 4,839.55
i[6876krun 2015 720191249 10/02/2018'8 SGRNT | 929,137.22  820,002.50
i|6s76krun 2019 3 720191162 09/26/2018' sEcc 125.00 0.00
'|6876krun 2019 2 20191013 | 09/19/20180 |SGRNT 125.00 0.00
krun |2 ik 2 . 09/1 @ ! I | 0
i[6876krun 2019 3 20190853 09/07/2018'0 SMMUS 1,700.00 0.00
I|e876krun 2015 3 20190852 09/07/201870 SHMUS 896.82. 0.00
1|6s76krun 2015 2 "20190750  08/30/2018' SSPED 81,428.00 0.00
|6s76krun 2019 72 0190727 08/29/20188 |SSPED 197,01053  178,674.62
1|6876krun 2019 1 %20190393  07/31/2018'0 'SDOFF 664.01 0.00
i|6876krun 2019 1 ¢ 07/25/20180 |SGRNT 1,171.40 0.00

Step 4: Once sorted by for instance Purchase Order number it will be easier to find the one you are looking

for.

You can also use the find feature in EXCEL to find and PO, Invoice, Amount etc.

o e ormutes | Dots | Review | ew | CUICKPooRs T MEWhat you want 1o 60
| dbau Calibri Ry 'y - B WiapText General - B B [Nomal Bad Good Neutral T B 3 utosum - Ay p
Jrmco - 2 =] e oo ot B ¢ \EHn DEM Format | B Szon‘& Find &
* roratpunte AT Y- E [ A~ ElMergesiCoer - | § - %+ | 58 5 Cordionl Formata Explanatory ... [put u SRS S R
Clipboard 5 Font 5 Alignment 5 Number 5 styles cells Editing
Y i
» £ | Buyld
A 8 c [} 3 3 G H ! L0 | x| v [ m | N | o | a | v | s | v [ u | v | w x |z

wyld _lvear per PO PoDate s Dept.  Order Amount Open Amount
S76krun 2013 5 20191924 11/27/2018'8 SHMUS 38050 380.50
876krun 2019 5 20191923 11/27/2018'8 SHMUS 3096 309.16
876krun 2019 5 20191864 11/20/2018'8 SMOFF 130.79 130.79
g76krun 2019 5 20191657  11/05/2018'0 SHPPS 256.08 0.00
876krun 2019 5 "20191656  11/05/2018'8 SHHWL 764.64 764.64
876krun 2019 3 "20191606  10/31/2018'0 SATHL 11,058.96 0.00
876krun 2019 3 "20191579  10/30/2018'8 SMMUS 463.74 463.74
g76krun 2019 2 20191508 10/24/2018'3 SHMUS 309.16 309.16

v v v P> Find and Replace 7 X
876krun 2019 4 20191507 10/24/2018'0 SDOFF 125.00 0.00
876krun 2019 3 20191350 10/10/2018'0 SHMUS 309.16 0.00 Find  Replace
876krun 2019 3 "20191302  10/04/2018'8 SDOFF 2,056,414.00  1,643,351.20 -
g76krun 2019 2 20191251 10/02/2018'0 SSPED 150,000.00 0.00 Findwhat: || =
876krun 2019 2 20191250 10/02/2018'3 SSPED 5,000.00 4,839.55
876krun 2019 3 20191249 10/02/2018'8 SGRNT 929137.22  820,00250 5
876krun 2019 3 20191162 09/26/2018'0 SECC 125.00 0.00 pons >
876krun 2019 3 20191013 | 09/19/20180 SGRNT 125.00 0.00 e =
876krun 2019 3 20190853 09/07/2018'0 SMMUS 1,700.00 0.00
876krun 2019 3 "20190852  09/07/2018'0 SHMUS 896.82 0.00
876krun 2019 2 "20190750  08/30/2018'0 SSPED 81,428.00 0.00
876krun 2019 2 "201%0727  08/29/2018'8 SSPED 197,01053  178,674.62

Step 1: Select the Find Option in the tool bar at the top of the EXCEL spreadsheet, far right and the box
shown will appear.

Step 2: Select the column you will be searching in.

Step 3: type in the box the data that you are trying to find, example if you are looking for an invoice such as
INV 12345 you would enter it here.

Step 4: EXCEL will move to this item.



Account Inquiry - Munis

Below you will find screen shots from Munis to help you to use Account Inquiry.
What kind of information can you obtain using Account Inquiry?

e “Original Budget” Amounts

e “Transfers” in and out of an account (not including payments for invoices or payroll)

e “Adjusted Budget” Amounts

e “Actual Monies expended by org./obj at that time.

e “Encumbrances” against this org/obj. An encumbrance is: “a planned or obligated expenditure”

e “Requisitions”. These are monies that have been set aside however hot cleared the approvals
process so are not as secure as encumbrances. Notice that they are still deducted from available
funds.

e “Available Funds” shows the amount of funds available in this account at the time of the inquiry.
Available funds consider the following: Budget — Actual — Encumbrances - Requisitions =
Available.

Also, important...

e You can look at a department’s budget using Account Inquiry if you know the department number
and site (i.e. school location). This will be explained in detail later in this document

e You can find org and obj. numbers using bits and pieces of information that you know such as the
site (school), department (Math, Science, World Language etc.) to narrow down your search.

INQUIRY TYPE |: YOU KNOW THAT ORG./ OBJ. NUMBER

Step 1: Select Account Inquiry from the Departmental Functions Column

. Munis App Center - CITY OF MARLBOROUGH - 6876krun - 09/21/2018

lunis Application Menu

+- Favorites

®
+- Financials YO
+- Human Resources/Payroll ...."@ m u n
+ General Revenues o
-I- Departmental Functions
 Account Inquiry |
VTD Budget Report m A Y
Vendor Inquiry y
Purchase Order Inquiry
Employee Inquiry T

Next Year Budget Entry
Requisition Entry
Requisition Approvals
Position Inquiry

Job Class Inquiry
Payroll Exceptions
Payroll Vendors

Bill Inquiry

Saved Reports S
My Saved Reports SRS
Menu Personal Preferences <

Workflow Assistant ‘//'.(w
+- Help ! ~

+- ASP Admin z

)




Account Inquiry - Munis

Step 2: The Account Inquiry screen shown below will appear on your screen

m Account Inquiry - Munis [CITY OF MARLBOROUGH] — =}
My File Edit Tools | Help

o0t uBQEE+7X ehER ZADA

eEN 0B

| Account
Detail
Fund l Acct |
Months
4| Org I Acctname | (2 Account Notes
Seq Find Object = Type [ T sews | ¥

Totals A ) P e
User Defined Fields | ¥ MultiYr Fund

4 Year Comparison I Current Year I History l
Yr/Per 2018/01 Fiscal Year 2019 Fiscal Year 2018 Fiscal Year 2017 Fiscal Year 2020

Original Budget | 3", | EI | E”'I | EJ
Transfers In I E’ | EI | EI l EI
Transfers Out I E’ I EI I EI l EI
Revised Budget | | | |

Actual (Memo) T =3 =2 & K=
Encumbrances | E’ | EI | EI | E]
Requisitions | E“j | E’
Available I | | ]

Percent used | | [

|
M e v [ ] Q] B s

Jisplay detail information for current account.

Step 3: If you know the Org. and Obj. that you are looking up enter here as shown. You will first have to
select the =] search icon to open the fields for inquiry.

(i Account Inquiry - Munis [CITY OF MARLBOROUGH]
My File Edit Tools Help

oo s valQE@E+FX e ER DBOB|cEN %080

~Account

Fund [100 .| GENFUND Acct | 100 -11-80-3099-DW-1-2110-5-70503
Months
4| Org |48099053 I D CDIR SM Acct name ]SUPPLIES bDw Ii' Account Notes |
Seg Find | Object 70503 .| SUPPLIES e |Expense | status [actve

Totals I poject| ] i] Rop [ ] il
er e s |

User Defined Fields ™ Multivr Fund

4 Year Comparison I Current Year ] History I
Yr/Per 2019/01 Fiscal Year 2019 Fiscal Year 2018 Fiscal Year 2017 Fiscal Year 2020

Original Budget 45,000.00 [ || 45,000.00 Il 45,000.00 = || .00
Transfers In 62211 || 17500 || 522368 [ || .00
Transfers Out 00 || = || 0 || .00

Actual (Memo)

|
|
I
Revised Budget | 51,212.11 | 45,175.00 | 51,223.68 | .00
[
[

=
=
&
18,739.08 EJI 46,196.05 E’l 49,513.60 E”',] .00 E’"’I
Encumbrances EI
=]

3,236.08 IZ&”'II .00 E;"'Il 0 2| .00
Requisitions 2,265.45 B"l | 00 B

Available | 26,971.50 | -1,021.05 | 1,710.08 | .00
Percent used | 47.33 | 102.26 | 96.66 | .00
M| o« Torl » [ | Q| B stedmens

Display detail information for current account.



Account Inquiry - Munis

Step 4: When you enter the Org./Obj. the Account Inquiry screen will return information that looks like the
following.

e 4 Year Comparison (the most recent fiscal years), budget information, Actual Spending,
Encumbrances, Requisitions, Available funds balance and the percentage of the total budget used.

o Specific spending information is available inthe | yellow folder icon (Actual). Click on the
yellow folder icon to open the next screen shown below in step 5.

(1) Account Inquiry - Munis [CITY OF MARLBOROUGH]
My File Edit Tools Help

|ools wajaEB+ZX e ER|DADA|/cEN w080

i |

-Account

Fnd [0 .| GENFUND Acct [ 100-11-80-3093-DW-1-2110-5-70503
Org W D CDIR SM Acct name ]SUPPLIES DwW IZP' Account Notes
Segfind Object [70503 .| SUPPLIES e |Expense o st Actve

Totals Project] l E} Rollup i‘

[™ Multivr Fund

Months

.
e
N
———

User Defined Fields

4 Year Comparison I Current Year I History I
Yr/Per 2019/01 Fiscal Year 2019 Fiscal Year 2018 Fiscal Year 2017 Fiscal Year 2020

OrignalBudget | 45,000.00 E"‘II 45,000.00 E,I 45,000,00 E“ 0 B
Transfers In [ 6,221 E‘I 175.00 E]I 6,223.68 El] 0 B
Transfers Out | 00 E"‘JI 00 E’l 00 Ell =

|

|

!

Revised Budget 51,212,11 | 45,175.00 [ 51,223.68 [ .00
Actual (Memo) 18,7908 || 46,196,052 ]l w5360 || =
Encumbrances 32608 B || 0 B 0 B || 0 &

Requisitions 2,265.45 @ .00 @
Avaiable 26,971.50 | -1,024,05 [ 1,710.08 I 00
Percent used 47.33 [ 102.26 [ 9.6 00

LILII lofl » | M I Q| E | Attachments (0)




Account Inquiry - Munis

Step 5. When you click on the yellow folder next to the Actual (Memo) folder a screen like the following will
appear (assuming any spending has occurred). Actuals represent actual invoices paid toward purchase
orders referencing this particular org./obj.

To get more detailed information regarding a paid invoice select that invoice from this screen and double
click on it. You will then be directed to a screen like the one in Step 6 below.

00 /u2QF8+7X 0 BRBAND N 4000

T (mfemws iealnms red[ At [msrmmonszus s

i Aectname [SUPRLES DY

wd | (o [wre [ [ [t [oR2 [k [l [dnom U onds (vt [venor [
R G W% WO WBMAONCONC  SUPLES

woss | v 09w OB A OUB6 B4 TS WS WIS WSSO WEMAONCONC  SMEADFLERO
Vo DOR W A O DR T WS P05 MO WBMAONCONC  DVMOPAGIN
Yo DYB WRB A ODSE  NOEY MR WSO TR ASUTSHO  HGGNSORRCEPRODUCTS CO-CPSERES(
Yo D9W WAe AN 0BG AUWES B0 WSS W MR WBMASONCONC  padeEOS
Yo N9M W A0S W ORBAB W R EE CSODA SRR
Yo NOR OB AN OB 2O B WS 08 MBSO WEMAONCONC  PokTabFe
Vo DOR W A O0R DO6M BB WSO DA MBSO CUSCOZA  LEADRHPM
Yo NOR WU/E AN OB DR DR WS I GBSO WALARTCORORATON SRANZHANI
Vo DGR O/B AN OB DN NS WSO BN AVBIONCOM  DNEREAWM
Vo DOR OB AN 0NN NG5 09R WS U @ISO WALNARTCORORATON MLEDYKEMA
Yo DB B AN OB DO SO WSEHOM M ASDIEOM  WEMASONONC.  1BOKOFDBA
Yo DOR W A O DO GSH WS B BBEOD  APLEEUCIION  MackekPod
Yo DOR O/B AN OORM X W6 WSO O OB BGWEEE S
Vo mOR W A G D08 BBUB WS SN SO MCHELBRGERON  SPERNTENDE
Vo DO WAE AN OBS NS 6B WS S0 ASLE WPEEUCTON  MadookPos
Vo DOR AN OB 0N RGN WD 08 RSN READREREHBINESILE MM
Yo NOR WOVB AN QWS D DD WS SISO NEWENGLADSECRTY. SHREDONG OF
Vo DOR WA AN VS DO D% WS S BRSO NEWENGLADSECRTY. 1avorkshe
Yo DOR W A QU5 D0 O WS S BARSEOD  NEWENGLADSECRTY. 1 avorkshe
Yo DB W AN U DO KR WEOB S0 MSSOSEOR  NEWENGLANDSECURTY. SSGALONCO
Yo DB W A O NOET N WM WD SO FEDREREHENNSTE IS
Yo NoB N A O NOER 0B WSEHOM B RPN WARBOROCHETERAA. Bedkstiorc
Vo DB W A NS NOET W W N AR REDREREHBINTE WHTCOUBSC
Yo NYB O WE AN O D06 SEED  WSOB O MSSIENE WBMAONCO,NC  CRCUSCOLO
VDGR BB A BN 00 DT WSO BY 43O USARCHARS BENBUR.. FENBURSENE
y 25/ OERAET 903 SE0M__ AVAZONCO ‘
Vo DOR B AN RN 0 28 W MO A SEOD  MNTEMANPRESSOFM. PRITEDSPP
Yo DR W AN OB DN GM08 WS WO BSRSEOD  FEADREREHBYNTE sOMGORTW
Yo muB o e A o S W S MSBISEOR  WEMASONCO,INC
Vo DOR O OYB AN OB 2000 EEN WD ) WSHSEN WEMAONGONC  PostTabFe

W

{ | o
Total Amount 18,739.08




Account Inquiry - Munis

Step 6: This is the information screen that will be provided for a particular invoice. The important
information that you can obtain here are the Check Number, Date of Payment, Amount of Payment and
the Warrant number that it was paid from. All of this information is helpful if a Vendor is calling to inquire
about payment.

M Invoice Data - Munis [CITY OF MARLBOROUGH] =
My File Edit Tools Help

Y
\f/@;irj.ﬁ

QEB|+7X|(0e2BB0AAD|eEN 000

r~Invoice -

Comments Document 696336446873 Vendor 12489 Remit 1

| Deta Inveice 696336446873 Name |AMAZON.COM
aper 1 E Terms

Type ﬁ Invoice Address Remits

Cash Account | 10000 | 10400 CASHAR CK

PO 20190466
Contract

Invoice Audits

Haf

Gosat | #% Desc |W/CR#836967677556 9,53
Dscdte | Status [ rad

Disc basis [_00 Voucher W

Disc percent W Warrant W

Netanont [ mw Iny date 09/19/2018

Retainage 00 [ Detals Due date 09/25/2018

Work Order/Task | I 0

Payment meth N Normal DeptlLoc S5PED
Check no 485903
Check date 09/25/2018 I Separate check

[ Indude documentation
™ PA applied

tisplay comments assodiated with this invoice, ©



INQUIRY TYPE II: YOU DO NOT THE ORG./ OBJ. NUMBER- (but have some information

Account Inquiry - Munis

Step 1: Select Account Inquiry from the Departmental Functions Column

] Munis App Center - CITY OF MARLBOROUGH - 6876krun - 09/21/2018

lunis Application Menu

Favorites

Financials

[#- Human Resources/Payroll

[#- General Revenues

[=)- Departmental Functions
Account Inquiry

- ¥YTD Budget Report
Vendor Inquiry

- Purchase Order Inquiry

- Employee Inquiry

Next Year Budget Entry
Requisition Entry
Requisition Approvals
Position Inquiry
Job Class Inquiry
- Payroll Exceptions
Payroll Vendors
Bill Inquiry
Saved Reports
My Saved Reports
Menu Personal Preferences
Workflow Assistant

#- Help

[#- ASP Admin

Step 2: The Account Inquiry screen shown below will appear on your screen

ﬂ Account Inquiry - Munis [CITY OF MARLBOROUGH]
My File Edit Tools | Help

oot vnQE®|+FX|(erER EADA|cEN %0080

Account
Detail
Fund Acct |
Months S
Org Acct name [ [& Account Notes
Segtad Object | Type ] stets
Totals Project o ] = Rollup =
User Defined Fields e it Fond
4 Year Comparison I Current Year | History I
Yr/Per 2019/01 Fiscal Year 2019 Fiscal Year 2018 Fiscal Year 2017 Fiscal Year 2020
Original Budget [ 2 || b= 2 | =
Transfers In ] = I = I = l =
Transfers Out ] = I = I = | =
Revised Budget ] I | I
Actual (Memo) ] = | = | = | =
Encumbrances ] = | = | = | =
Requisitions B~ @
Available ] | | |
Percent used I I I

LJ;“T;IL'&] = | attachments (@

ﬁa’;;a'etail information for current account.

[
[ovR




Account Inquiry - Munis

Step 3: Instead of using the search icon, select the Seg Find tab on the left side of the screen and the
screen shown below will open.

e At this point you can enter any information you have to narrow down your search. Information that
might be helpful described in Step 4.

{.| Find by Segment = a X
My File Edit Tools Help
-~ 1
lO@’cﬁﬂa‘ﬁ’Q—E‘*7x>’aousHj
Sort By Segment Fund [ = X [6 a
Budget [ =]
Site [ =
Dept/Prog | L] I
Grade l __] I
Setepog | B =
Div/Funct | 2 :I = |
Category I _]
Object | =]
Character code l ] Current Year I Hi
Rocoumt fype ’ i E Fiscal Yea
Account status [ [» |
Rollup Code l I
—Percent Used
Fiscal year 2018 I
Fiscal year 2019 I
Fiscal year 2020 I
Enter first account seament code OVR
A
¥ Network Percent used I
M| o« oot 0
Find records using the seg-account method.




Account Inquiry - Munis

Step 4: At this point you can enter any information you have to narrow down your search. Information that
might be helpful such as Fund - for all General Expenses would be 100, grants, and other specialty funds
have different fund codes that are not frequently used. Site — is very useful as it narrows down by school.
Dept/Prog - is also very helpful as it will narrow down your search by department such as Science, Math
etc.

Step 5: This screen shows an example of an attempt to narrow down a search for an account number.
The information entered is as follows...

e Fund - 100 (General Expense)

e Dept/Prog — 3037 (Special Education)

e Object - 7* (School Expenses Only) all School Department Object codes begin with 7
e Account Type — Expense — Only interested in expenditure accounts.

O

[0 Find by Segment = >
Viy File Edit Tools Help |

Q© ® | & ta B Q= # X | »koucH
| SortBy Segment I Fund | 100 IS | [ (&b & =
1 Budget | =] :
Site | = |
Dept/Prog | 3037 =] B ]
Grade I _I _—_I
State Prog | J= N
Div/Funct | _J :I E’
Category I ___I
Object 7= = L
Character code r—_l Current Year ] History
Account type Expens el = Fiscal Year 201
Account status [~
Rollup Code ‘ﬁ
Percent Used —
Fiscal year 2018 [—
Fiscal year 2019 ﬁ
Fiscal year 2020 I—_

nter Account type - (R)evenue or (E)xpense

8]
b

T‘ ‘ AvVanape

Percent used

I<|<|| 0 of 0

ICind cmmmcdn timimm Ham mmm mmmn b b




Account Inquiry - Munis

Step:6 The search done above yielded the following results. Notice that 96 accounts were found. The
arrows at the bottom of the screen can be used to view each of the accounts that were found. It is not
typical to find this many accounts for per search.

@ Account Inquiry - Munis [CITY OF MARLBOROUGH]
My File Edit Tools Help

004 28QER|+7 X6 ERBAOAeEN %0080
r~Account
Fund |100 I GEN FUND Acct ] 100 -50-04-3037-HS-2-2315-1-70132

Months

Org I 40437H01 l HILDRTH,PS Acct name ITEAM CHAIR ﬁ Account Notes
S5 Object | 70132 L TEAMGHAR  Tpe  [Bpense | Sths [adve ||
Totals Project ' & Rollup @

I~ Multivr Fund

User Defined Fields

e
e
=
=

4 Year Comparison I Current Year I History |
¥r/Per 2019/01 Fiscal Year 2019 Fiscal Year 2018 Fiscal Year 2017 Fiscal Year 2020

OignalBudget | 0 E‘l 0 E"‘ll 00 ﬂl 0 B
| 00 E""I 00 E_Il 00 Ell 00 El
TansfersOut | 0 E"“ 00 ﬂl 00 E‘JI =
|
|
|

Transfers In

Revised Budget 0| 0 o | 00
Actual (Memo) 0 E"‘ll 00 E"“I 00 ﬂl 0 &
Encumbrances .00 E‘I .00 ﬂl .00 Ejl 0 B

Requisitions ,—00 ﬂ l_OO _IB;I

Avalable | 0| 0| 0| 00

Percent used .00

| ;
FIR S FIEVE

Jisplay detail information for current account.

]

o
x






