
 
 

Munis® Accounts Payable, Version 2020.3  Page 1 
  

 
 
 
 

 

 
 
 

Munis Accounts Payable  
______________________________________________________  

Procedural Documentation  
for 

The City of Fairfield, CA  
Department’s Copy 

 

  
 
 
 
 
  
 
 

For more information, visit www.tylertech.com.  



 
 

Munis® Accounts Payable, Version 2020.3  Page 2 
  

Disclaimer 

Tyler Technologies, Inc. (hereinafter “Consultant”) believes that the information described in this manual is 
accurate and reliable, and much care has been taken in its preparation. However, no responsibility, financial or 
otherwise, shall be accepted for any consequences arising out of the use of this material, including loss of profit 
and indirect, special, or consequential damages. No warranties extend beyond the program specification.  
 
The Client should exercise care to assure that use of Tyler Software Products and related sections are in full 
compliance with the laws, rules, and regulations of the jurisdictions in which it is used. These materials are 
confidential, unpublished works of Consultant and are provided contingent on Client’s agreement that the 
materials will be treated as Confidential Information as defined in the Agreement between Client and Consultant. 
Consultant grants to the Client a royalty-free nonexclusive license to use anything created or developed by 
Consultant for Client contained in this manual for internal purposes only. The license shall have a perpetual term 
and Client may not transfer it. Consultant shall retain all copyrights, patent rights and other intellectual property 
rights to this manual.  
 
The information contained herein is subject to change with subsequent upgrades and releases. Consultant assumes 
no responsibility to advise clients of changes or additions. 
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Entering Invoices in Invoice Entry  

Overview 
Invoices to be entered through this program are invoices that do not have supporting purchase order or 
contract documents.  
 
When you enter an invoice in Munis, you are requesting that funds be set aside for a service or an 
order that has been fulfilled, as well as initiating vendor payment. Upon entry of an invoice, the amount 
allocated to each general ledger account will appear as a memo balance that subtracts the net amount 
from the remaining available budget. The invoice will be released through an approval process driven 
by the accounts contained within the transaction. Upon completion of the approval process, a 
notification will be sent through workflow to accounts payable personnel, who will post the invoice.  

Prerequisites 
Before you can successfully complete this process, you must ensure that roles granting the necessary 
permissions have been assigned to your user account. If the roles have not been established, contact 
the system administrator to have them updated or added into the Munis system. 
 
Confirm the following: 
 

• You have access to the accounts to which the invoice will be allocated. 

• You have permission to enter a direct invoice without referencing a valid purchase order. 

• The Accounts Payable Invoice Workflow process is established. 
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Procedure 
To enter an invoice in Munis:  

 Open the Invoice Entry program. 
Financials > Accounts Payable> Invoice Processing > Invoice Entry 

 
 

 On the toolbar, click Add Batch.    

 Complete the fields, using the following table as a guide, to define the batch.  

Field  Description Fairfield, CA 
Batch Information 
Batch Stores the unique number assigned to 

identify this group of invoices. 
The program automatically assigns the 
next available batch number according 
to the default value in the Accounts 
Payable Settings program. 
 

Tab through the Batch field 
and allow the system to 
generate the Batch number. 

Effective Date Specifies the date the invoice affects 
the general ledger.  
 

Use the current date of Batch 
creation.  Tab through Date 
field. 

Year/Period Define the fiscal year and period for the 
batch. The default values are 

Use the default Year and 
Period.  Tab through field. 
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Field  Description Fairfield, CA 

completed according to the General 
Ledger Settings program 

Fund Specifies the fund to be used with this 
batch. The program completes this field 
with the default value entered in the 
Accounts Payable Settings program.  

This will not change and will 
be greyed out.  Can only be 
changed with permissions. 
 

Cash Account Provide the org and object codes that 
identify the cash account used to pay 
invoices in this batch.  
The program completes this field with 
the default value entered in the 
Accounts Payable Settings program.  

This will not change and will 
be greyed out.  Can only be 
changed with permissions. 
 

Check Run 
[Warrant] 

Stores the warrant or check run 
number to be assigned to all invoices in 
the batch. This is a method of grouping 
invoices to be included in a check run. 
The warrant or check run number can 
be up to eight alphanumeric 
characters.   
This field is optional. 
Note: The name of this field can be 
customized to suit your organization's 
practices by changing the value stored 
in the Invoice/Check Grouping Label on 
the Check Settings tab of Accounts 
Payable Settings. 

Leave blank AP staff will take 
care of this field.  Tab through 
field. 

Due Date Specifies the due date for invoices 
within this batch. This is another 
method by which Munis can select to 
include invoices in a check run. The 
default value is the current date.  

Use current date.  Tab through 
field. 
**Note: New Batch creation 
will jump directly to the Invoice 
Entry Screen.  Skip to Step #4. 

Enable TCM Invoice 
Barcode Label 
Printing 

Directs the program to print Tyler 
Content Manager bar code labels for 
ease of scanning and attaching printed 
copies of each invoice, when this check 
box is selected.  

N/A – City will upload files into 
TCM instead of using TCM 
printers throughout the City. 

Invoice Count Displays the total number of invoices in 
the current batch. This field is for 
display only. 

Tab through field. 

Amount Total Provides the total dollar amount of all 
invoices in the batch. This field is for 
display only.  

Tab through field. 

Vendor Hash Supplies the total of all vendor numbers 
added together, producing a hash total 
which may be used as a control 
number or reconciliation tool when 
entering a batch of invoices. For 
example, if a batch of two invoices 
includes one invoice from vendor 
number 1000 and one invoice from 
vendor number 2000, the vendor hash 
is 3000 (1000 + 2000). 

Tab through field. 
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Field  Description Fairfield, CA 

By manually adding vendor numbers to 
all invoices and comparing that number 
to the vendor hash, invoices missing 
from the batch can be detected. 

Released? Indicates the release status of the 
invoices in the batch.  

• All Released—All invoices in the 
batch have been released. 

• Some Released—Some invoices in 
the batch have been released and 
some have not. 

• None Released—None of the 
invoices in the batch have been 
released. 

The program updates this field 
automatically and you cannot access it. 

Tab through field. 

 Click Accept.  
The program refreshes the screen and displays the Invoice group of the Invoice Entry screen for 
specifying the details of the invoice.  

 
 

 Complete the fields, as required. Refer to the following table for specific field details.   

Field Description Fairfield, CA 
Invoice 
Year Indicates the fiscal year of the purchase 

order or contract to be liquidated. Valid 
years are current or prior year. When the 
Holding Current Year Open check box is 
selected in the General Ledger Settings 
program, valid options include the current 
year and the next year. 

Auto populated and cannot be 
changed without permissions.   

PO Identifies the Munis purchase order 
number that this invoice is to liquidate. 

If a PO is associated with an 
invoice, you would enter in the 
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Field Description Fairfield, CA 

Enter the purchase order number or click 
the field help button to select a purchase 
order from a list of open purchase orders.  

• If your organization has existing 
APT workflow business rules, the 
Enter P-Card Invoice option is 
available in the toolbar when your 
cursor is active in this field and you 
are adding an invoice. The Enter 
P-Card Invoice toolbar option 
allows you to create a single 
invoice for an imported P-card 
transaction.  

PO number here or look in the 
Field Help button (…) to find 
the PO associated with the 
vendor.  By selecting a PO 
number other fields will then 
auto populate on the form.   
 

Contract Specifies the Munis contract number, if 
this invoice is to liquidate a contract. If the 
PO selected is associated with a contract, 
the program completes the default value 
for the contract number.  

No Contract number is needed 
if a PO is selected above.  If 
there is an Open Contract or it 
is a Service Contract, a number 
must be entered here.  Or You 
can search and select the 
contract by using the Field Help 
button (…). Otherwise Tab 
through this field. 

Vendor Identifies the vendor for the invoice. Enter 
the number or click the field help button to 
search by Vendor Alpha. The program 
completes this field according to the 
information included on the selected 
purchase order. 

When paying a direct invoice 
with no PO or Contract, enter 
the vendor number.  If 
unknown, use the Field Help 
button (…) to search for the 
Vendor.  
 
If it is a new vendor, you must 
first add the Vendor in the 
system by clicking on the “A” 
(add Vendor) in the menu bar 
and proceed to enter all the 
information for the Vendor, plus 
uploading the W-9 into TCM (if 
it is readily available).  Then 
release the Vendor into 
workflow.  You must wait until 
the Vendor is approved in AP 
before proceeding with entering 
the Invoice into the system.   
 
Once approved, you can 
proceed with your batch and 
Invoice Entry. 
  

Address Identifies the appropriate vendor 
remittance address. The default remit 
address displays in the Address fields. 
Click the field help button to choose from 

Need to verify the address of 
the invoice if this field reflects 2 
or more addresses (ie. Solano 
County) 



 
 

Munis® Accounts Payable, Version 2020.3  Page 11 
  

Field Description Fairfield, CA 

available remittance addresses associated 
with this vendor. 

Terms Displays the terms for the purchase. The 
program completes this information based 
on the vendor identified in the Vendor 
field. Vendor terms are established and 
maintained on the General tab of the 
Vendors program. 

Will be greyed out and will be 
skipped over 

Document Identifies the document number that can 
be referenced in report and inquiry 
programs. The program generates the 
next sequential number as determined by 
the Accounts Payable Settings program.  

Click on the +1 to generate the 
next sequential number if one 
does not auto-populate. 

Invoice Identifies the invoice number as displayed 
on the invoice.  

Use the Invoice number printed 
on the invoice.  If there is no 
invoice, please click on the +1 
icon to generate the next 
system generated invoice 
number.  Please do not use 
your own invoice schema. 

Gross Contains the gross amount of the invoice, 
excluding discounts or freight charges. 

• You can enter a positive or 
negative amount. If you type a 
negative amount, a credit memo is 
created. You can enter an amount 
of 0 if you have selected the 'Not 
required, and if entered, can be 
invalid' option for the PO Number 
Entry on Invoices field in Accounts 
Payable Roles. 

• If the value of this field is changed 
during an Update action, the 
program places your cursor in the 
line detail table. You must update 
the detail amounts to match the 
gross amount. 

• If your organization has sales tax 
enabled and existing APT workflow 
business rules, the Enter P-Card 
Amounts option is available in the 
toolbar when your cursor is active 
in this field and you are adding an 
invoice. This option allows you to 
enter amounts from a P-card 
receipt for an invoice to match with 
a P-card transaction.  

Enter in the entire amount of 
the invoice.   

Taxable Invoice Indicates that the system calculates sales 
tax for this invoice. The Taxable Invoice 
check box displays only if your 
organization's system is configured to use 
sales tax. If so, this box is selected by 

This field will be greyed out and 
will only be able to be changed 
with certain permissions. 
 
Need to change setting in AP. 
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Field Description Fairfield, CA 

default. If you clear the check box, tax 
rates for the invoice are automatically set 
to zero and the Sales Tax screen does not 
display. 

Discount Date Specifies the date before which the 
invoice must be paid to receive the 
discount percentage entered in the Disc % 
box. Enter the date or click the calendar 
button to select a date.  

Tab through this field. 

Disc Basis Specifies the amount of the invoice that is 
subject to discount. 
This field is only accessible if you enter a 
Discount Date. 

Tab through this field. 

Discount % Determines the percentage amount for the 
discount to be applied to this invoice. This 
may default from the vendor file.  
This field is only accessible if you enter a 
Discount Date. 

Tab through this field. 

Disc Amt Contains the total discount amount. The 
program calculates the value in the box by 
multiplying the Discount Basis by the 
Discount %. If you do not enter a Discount 
Percent, you can manually enter the 
discount amount as a flat value. 

Tab through this field. 

Net Amount Contains the gross amount of invoice less 
any discounts applied. 

Auto populated and greyed out.  

Payment Method Identifies the payment method. The 
program completes this value according to 
the selected vendor’s preferred method of 
payment. Available options include direct 
disbursement, wire transfer, electronic 
funds transfer (EFT), normal, single check 
payment, active card integration (ACI) 
transfer, or purchase card (P-card).  
The default value can be changed, if 
necessary. 

Tab through this field.  This will 
auto-populate per the Vendor 
file.  If changes are needed 
notify AP staff immediately.  
Can only be changed with 
permissions.  

Check/Wire Contains the check or wire transfer 
number if the payment method is a direct 
disbursement or wire transfer. 
Click +1 to assign the next available 
number. 

Will be greyed out. 

Check/Wire Date Indicates the date of the wire transfer or 
direct disbursement.  

Will be greyed out. 

Description Contains the general description of the 
invoice. Depending on the file layout, the 
description displays up to 30 characters in 
the Print Checks program. 
When the Default Invoice Line Description 
from Header Description check box is 
selected on the Invoice Settings tab of the 
Accounts Payable Settings program, the 
program uses this description as the 

Describe what the invoice is 
paying for., (ie. What type of 
service or equipment being 
purchased.)  If a PO is 
associated with the invoice, the 
description of the PO will 
populate this field. 
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Field Description Fairfield, CA 

default description of each line of the 
invoice. 

Status Indicates the status of the invoice 
throughout the approval process: A- 
Active, D-Discrepancy, H-On Hold, P-
Pending, R-Rejected, or T-Awaiting 
Three-Way Match. 
A status of H-On Hold indicates the 
invoice is currently held and must be 
approved before it can be posted. A status 
of A-Active means the invoice has been 
processed. If you use three-way matching, 
the program automatically sets the T-
Awaiting Three-Way Match status if you 
enter a PO and no receiving records exist.  

Will be greyed out.  
Informational only.  It will reflect 
“On-Hold” until the invoice is 
processed through workflow 
and the status will change.   

   
Check Run 
[Warrant] 

Indicates the check run in which the 
invoice will be included. This field is not 
accessible.  
Note: The name of this field can be 
customized to suit your organization's 
practices by changing the value stored in 
the Invoice/Check Grouping Label on the 
Check Settings tab of Accounts Payable 
Settings. 

This field will be greyed out. 

   

Invoice Date Identifies the date on the invoice. Enter a 
date or click the calendar button to select 
a date.  

Enter the date of the Invoice 

Received Date Displays the date the invoice was 
received. 

Enter when invoice was 
received 

Due Date Specifies the date the invoice is due.  Enter Due date of Invoice 

Department Identifies the department code associated 
with this invoice. The program completes 
the default value with the purchase order 
department, but you can change this.  

Will default to the user’s 
defined department.  Can be 
changed if needed but most 
likely user will tab through this 
field.   

Work Order Identifies a work order number associated 
with the invoice. Enter a work order 
number or select the field help button to 
select an available number, if applicable. 
This box applies if your organization uses 
Asset Maintenance.  

N/A  - tab through field 

Work Order Task Identifies a work order task number, which 
applies if you have entered a work order 
number.  
This box applies if your organization uses 
Asset Maintenance. 

N/A  - tab through field 

Allocation Indicates the allocation code associated 
with the invoice. Enter an allocation code 
or click the field help button to select a 
code from a list of available numbers.  

N/A  - tab through field 
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Field Description Fairfield, CA 

Requisition For invoices that reference a purchase 
order, this box reflects the requisition 
number from which the selected purchase 
order was converted. This field is not 
accessible. 

Cannot change – greyed out 

Liq Method Determines the liquidation method: Line or 
Account. The program completes this 
value according to the Accounts Payable 
Settings program.  

Cannot change – greyed out 

Special Handling 
 
 

This allows user to select from a 
dropdown of choices. Don’t Not Mail, Pick 
Up Check, Pre-Issue  

Select the appropriate payment 
method of delivery. 
Don’t Not Mail, Pick Up Check, 
Pre-Issue 

Separate Check If selected, indicates that a separate 
check is required in the event multiple 
invoices are included for this vendor in a 
check run. The program will complete this 
value if this is included on the vendor 
record or if a one-time pay vendor is 
selected. 

Check box if this Vendor needs 
to have separate checks for 
each payment.  Normally will 
not check box and would tab 
through this field. 

Include 
Documentation 

Indicates that documentation is to be 
included with the payment, if selected. 
This allows payments with documentation 
requirements to be grouped together, 
enhancing production efficiency and 
speed. The Print Checks program groups 
checks by this option when the Check 
Format is X-AP Check Export File. 
When you create invoices using the 
Recurring Invoices program, this box is 
not selected by default. 

Check the box if a copy of the 
invoice needs to be included 
with the payment to the 
Vendor.   

PA Applied Indicates that project accounts are applied 
to this transaction, if selected. 

The Project Accounting (PA) 
account structure can be 
entered for payment on the 
invoice.  If no PA is available, 
use the Org, Object, and 
Project (if needed) account 
codes for the payment.     

RFC Displays a request for check associated 
with the current invoice, if applicable. 

N/A 

Comments  Stores any comments for this invoice. Add comments if needed 
Withholding Opens the Withholding Information screen 

for this invoice. 
N/A 

   
 

  Tab through PA applied.  If PO is being utilized then the Purchase Order Line Liquidation screen 
will pop up.  The invoice will need to be  liquidated on the correct PO line item.  If it is a partial 
liquiation, the user will need to select the “modify” button in the ribbion and enter the liquidated 
amount in the “Liq Amount”.  Then select “C” for Contiue to partially liquidate the PO and pay the 
invoice.  If fully liquiating the PO, the user would select the “Full Liquidate” button in the ribbon and 
the PO would be fully liquidated with the invoice amount and closed automatically.  The accounts 
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asscoiated with the PO will auto populate on the Invocie entry screen.  PLEASE REFER TO PAGE 
28 FOR FURTHER INFORMATION. 

 Verify and update the general ledger account number.  
The program completes the total invoice amount for the first line if a PO has been utilized, but you 
can manually update this if needed. If a PO is not associated with an Invoice, then the user must 
enter either the Project Accounting code or the Org, Object, and Project (if applicable) into each line 
needed for the payment.  Continue to add detail lines until the invoice has been fully allocated, and 
the total reflects the invoice amount. 

 Click Accept.  

 Click Add and repeat the preceding steps to continue adding invoices to the batch. When all 
invoices are entered, click Back on the toolbar to return to the Invoice Entry Batch Information 
screen.  

 Confirm the invoice count and total, as displayed on the header, to the invoices ready to be 
submitted for approval and posting. If the batch total or count does not reconcile, click the View 
Batch option to display a summary list of all invoices within the batch. 

 
 

 Double-click a record to select it and view it on the Invoice Entry screen. Update the record, as 
necessary, and return to the Invoice Entry Batch Header screen.  

 
Before releasing your batch, you can make changes to the invoices as follows:   

 From the Invoice Entry Batch Information screen, click Resume.  
The program displays the Invoice Entry screen.  

 Navigate to the invoice record to modify.  

 Click Update, and update the information, as required. 

 Click Accept, and then click Back on the toolbar to return to the batch header screen. 

 
To release the batch once reconciliation is complete: 

 Click Release.  
The Released check box on the Invoice Entry Batch Information screen is selected to indicate the 
Released status.  

 Click Approvals to initiate the approval process.  
To view the status of each invoice’s approval process, click Approvers while viewing a record. 
The program displays a list of all required approvers, as well as where the action is pending. 

For unposted invoices, the Re-Liquidate option is available in the toolbar. Use this option to modify 
purchase order liquidation details. 

Results 
The batch has been released and the approval process has been initiated. Each record will need to be 
reviewed and updated by the required approvers. Once the record is approved, it will be posted to the 
general ledger. Once an invoice has been posted, it is no longer available for viewing in the Invoice 
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Entry program. Invoice detail can be viewed using the GL Inquiry, Vendor Invoice Inquiry, Year to Date 
Budget Reports, and Vendor Central programs.  

Status Change 
A released invoice has a status of H-On Hold while it is pending approval. Once the final approver has 
approved it, the record status is updated to A-Approved. 

What’s Next? 
Required approvers receive notification that they have a record pending their approval. The invoices 
will flow through the approval process until the final step has been completed, at which time the invoice 
will be posted by the accounts payable staff. Once posted, detail records are available for these 
transactions under the general ledger accounts affected and the invoice is ready to be included in the 
next check run.  
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Using Request for Check  

Overview 
The Request for Check program defines requests for checks to be used to pay vendors without a 
purchase order or contract. Once approved, check requests are converted into accounts payable 
invoices to generate checks.  If the Vendor is new, this program will not work and you must use Invoice 
Entry to be able to create a Vendor on the Fly (ie. new vendor).  If a PO or Contract is associated with 
the invoice you must use Invoice Entry as well.     

Prerequisites 
Before you can successfully complete this process, you must ensure that roles granting the necessary 
permissions have been assigned to your user account. If the roles have not been established, contact 
the system administrator to have them updated or added into the Munis system. 
 
Confirm the following: 
 

• You have access to the accounts to which the invoice will be allocated. 

• You have permission to enter a direct invoice without referencing a valid purchase order. 

• The Accounts Payable Invoice Workflow process is established. 
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Procedures 
Open the Request for Check program. 
Financials > Accounts Payable > Invoice Processing > Request for Check 

 
 
The program initially displays the most recent requests made for your user ID. This list, as well as any 
list created by using the Search feature, can be exported to Microsoft Excel by clicking the Excel button 
on the toolbar. 

Adding a Check Request 

To create a new check request: The Check Number starts off with a PR request (ie 12300035) 
with 1 being a PR, 23 being the FY, and the last being a check. 

1. Click Add on the toolbar. 
The program refreshes the screen to display the Check Request fields. 

 

 

2. Complete the fields on the screen, referring to the following table as necessary. 

Field Description Fairfield, CA 

Check Request 

Fiscal Year Indicates the fiscal year in which the 
check request is made. The program 
completes this field automatically. 

Auto-populates.  Defaults to 
Vendor field.   

Check Request 
Number 

Indicates the record number for this 
request. The program assigns this 
number automatically. 

Auto-populates.  Defaults to 
Vendor field.   
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Field Description Fairfield, CA 

Vendor Indicates the vendor to be paid by the 
check request. You can select a vendor 
from the list or use the field help button 
to select a vendor from a detailed list. 
The vendor must exist in the Munis 
database to be a valid selection. You 
cannot create vendors on-the-fly in the 
Request for Check program. 

Start typing the Vendor name and 
select the correct vendor to be 
paid.  Or use the field help (…) to 
search for vendor. If the Vendor is 
not setup in the system then you 
must use the Invoice Entry 
program. 

Remittance Address Displays the vendor address to which 
the check is sent. The program 
completes the address automatically. 
Vendor addresses are established in 
the Vendors program. 

Should populate and match to 
Invoice or Backup.  There could 
be multiple addresses (ie. Solano 
County), please select the correct 
address if applicable. 

Invoice Number Indicates the invoice number to which 
the check applies, if any. Entry of an 
invoice number is not required. If you 
enter an invoice number, the program 
attempts to use this number when 
creating an invoice during the 
conversion of the request to an invoice. 
If you do not enter an invoice number, 
the program uses the receipt number 
as the invoice number on the created 
invoice. 

Use invoice number on invoice if 
available.  
 
If no invoice number is available, 
you can leave this field blank and 
a document number will be 
created when converted into the 
Invoice Entry batch. 
 

Receipt Number Defines the number of the receipt 
associated with the check request. 
When the check request is converted to 
an invoice, the receipt number is used 
as the invoice number if no invoice 
number is entered on the request. 

N/A – Tab through field 

Department Determines the department code from 
which the check will be issued. The 
default value is drawn from your Munis 
user ID. 

Tab through this field. 

Requested By Contains the name or Munis user ID of 
the person who requested the check. 
The default value is your Munis user ID. 

Tab through this field. 

Purchase Date Defines the date of the purchase to 
which the check request applies. You 
must enter a date for which your user 
role has permission to post 
transactions, as defined in General 
Ledger Roles.  

Enter purchase date of items or 
goods or Invoice date.  

Description Contains a description of the check 
request.  

Provide a brief description of the 
purchase 

Items 
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Field Description Fairfield, CA 

Description 
Amount 

Contain a description of items paid for 
by the check request and the amount of 
each item.  
Click Add Item to add additional lines. 
Click Delete to remove a line. 

Add an item by adding a 
Description, Quantity (1), measure 
(each), and unit price of goods 
purchased.   

Allocations 

Project String 
Account 

Indicate the project strings and general 
ledger accounts to which the check 
request is allocated. If you enter a 
project string that has a default general 
ledger account associated with it, the 
program automatically completes the 
Account column. 

Click “Add Allocation” first: 
  
If this related to Project with a 
Project string this is where you 
enter this number. 
 
If Project is on the GL then use the 
GL account area for the account 
code entry. 

Percent Determines the percentage of the total 
request amount to apply to each 
allocation line. The total percentage of 
all allocation lines must equal 100.  

Enter in the amount to be 
allocated to each account code 
listed.  It must total 100%.   

Amount Specifies the total amount for the 
allocation.  

Auto-populated by allocated 
amount.  

3. After completing the fields, click Save to save the check request and attach the backup to the check 
request by selecting the “Paperclip” icon on the toolbar.  Once uploaded, click “Save and Add New” 
button if there are multiple check requested needed or the “Save” button for one item entry.  The 
program saves your entries and examines the field values for errors. If the program encounters any 
errors, it displays the Errors button at the bottom of the screen. 

4. If errors exist, click the Errors button to view a list of the errors that must be corrected before you 
can process the check request. 

Once all errors have been resolved, click Save again. 

5. Click Release on the toolbar to release the request to your organization's workflow system.  
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Copying a Check Request 

Use the following steps to copy an existing check request: 

1. Click the Check Request # on the main program screen for the request to copy.  
The program opens the check request. 

2. Click Duplicate on the toolbar. 
The program displays a confirmation dialog box. 

 
 

When you click OK, the screen refreshes to display the check details with the next available check 
request number.  

 

 

3. Review the data in the fields and update any information that should be changed for the new 
request. 

4. After completing the fields, click Save to save the check request.  
The program saves your entries and examines the field values for errors. If the program encounters 
any errors, it displays the Errors button at the bottom of the screen. 

5. If errors exist, click the Errors button to view a list of the errors that must be corrected before you 
can process the check request.  



 
 

Munis® Accounts Payable, Version 2020.3  Page 22 
  

6. Once all errors have been resolved, click Save. 

7. Click Release on the toolbar to release the request to your organization's workflow system.  

 

Deleting a Check Request 

The Request for Check program only allows you to delete check requests that have a status of 
Created, Allocated, or Rejected. Requests that have been converted to invoices or that have a status of 
Released cannot be deleted. Requests that have a status of Released are awaiting workflow approval. 
Once approval is granted or rejected, these requests can be successfully deleted.  

Use the following steps to delete a check request: 

1. On the main program screen, click the number of the check request to delete.  
The program refreshes the screen to display the request details. 

2. On the toolbar, click Delete. 
The program displays a confirmation dialog box. 

 
 

3. Click OK. 
The program removes the check request from your Munis database. 

Viewing and Processing Workflow 
Check requests are controlled by the RFC–Request for Check Approvals business rule. If this business 
rule is not set up, the program automatically creates an accounts payable invoice from the check 
request.   MIGHT NOT NEED THIS RULE 

• To process workflow for check requests, you must be a workflow approver for the RFC business 
rule. You can only process workflow for requests with a status of Released. For all other request 
statuses, the Request for Check program only displays informational data.  

 

• You can view workflow details for a check request regardless of your status as a workflow 
approver. Only requests with a status of Released include workflow details.  

To view or process workflow for check requests: 

1. On the main program screen, click the number of the check request.  
The program refreshes the screen to display the request details. 

2. On the toolbar, click Actions/Approvers. 
The program displays the Workflow Approval dialog box. 
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3. If you are an approver:  

• On the Actions tab, select the workflow action for the request (Approve, Reject, Hold, Forward, 
or Convert). 
If you are not the workflow approver, or if the record has a status of Converted, the Actions tab 
is not available. 

• Enter a comment or note in the Comments box, as needed. Some approval actions require 
comments and others are optional. 

• Click Save. 
The program updates the status of the check request according to the selected workflow action.  
If you selected Hold, the request remains at a status of Released.  

4. To view the workflow details of the check request, click the Step Details tab. 
The Step Details section lists the workflow approvers for the current workflow step. 

 
 

5. Select an approver from the Steps section. 
The program updates the Step Details tab to display the Action, Status, and Comment for the 
approver and workflow step.  
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Reactivating Rejected Requests 
When check requests are rejected by a workflow approver, the request is given a status of Rejected. To 
update and resubmit the request, you must first reactivate it. 
To reactivate a rejected check request: 

1. On the main program screen, click the number of the check request to reactivate.  
The program refreshes the screen to display the request details. 

2. Click Activate on the toolbar. 
The program resets the status of the request to Allocated. It can then be updated and rereleased for 
approval. 

Updating a Check Request 
You can only update check requests that do not have a status of Rejected or Converted. Rejected 
requests must be reactivated before they can be updated. Converted check requests cannot be 
updated as they have already created an accounts payable invoice. 
To update an existing check request: 

1. On the main program screen, click the number of the check request to update. 
The program refreshes the screen to display the request details. 

2. Review the data in the fields and update any information that should be changed for the check 
request. 

3. After completing the fields, click Save to save the updates made to the check request. 
The program saves your entries and examines the field values for errors. If the program encounters 
any errors, it displays the Errors button at the bottom of the screen. 

4. If errors exist, click the Errors button to view a list of the errors that must be corrected before you 
can successfully save the changes made to the check request.  

5. Once all errors have been resolved, click Save. 

6. If the check request is complete, click Release on the toolbar to release the request to your 
organization's workflow system.  
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Completing Full and Partial Liquidations in Invoice 
Entry  

Overview 
When you fully liquidate an invoice against a purchase order (PO) or contract in Munis, you are 
completely relieving existing encumbrances, closing the PO or contract, recognizing actual expenses 
once an order has been fulfilled, as well as initiating vendor payment.  
 
For a partial liquidation, the purchase order or contract amount can retain encumbrance amounts and 
be used throughout the fiscal year for multiple payments provided the total amount of the encumbrance 
on the purchase order or contract is not exceeded. An increase to a purchase order’s or contract’s 
encumbrance will require purchase order or contract maintenance on the original encumbrance. 
 
Invoice batches should be created and submitted on a regular basis. Upon entry of an invoice, the 
amount allocated to each general ledger (GL) account appears as a memo balance, which subtracts 
the net amount from the remaining available budget without displaying supporting invoice detail 
information when reviewing the account. The invoice will be released through an approval process 
driven by the accounts contained within the transaction. Upon completion of the approval process, the 
invoice is posted. At this time, the detail information for this transaction is available under the respective 
general ledger accounts, and the invoice is ready to be included in the next check run.  

Prerequisites 
Before you can successfully complete this process, you must ensure that roles granting the necessary 
permissions have been assigned to your user account. If the roles have not been established, contact 
the system administrator to have them updated or added into the Munis system. 
 
Confirm the following: 
 

• You have access to the accounts to which the invoice will be allocated. 

• A purchase order or contract exists against which the invoice is to be paid. 

• The Accounts Payable Invoice Workflow process is established. 
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Procedure 
Complete the following steps to enter an invoice in Munis.  
Note: Steps 1-5 were previously presented in the Invoice Entry procedure found earlier in this 
document. Refer to that process for screen shots and field descriptions tables as needed. 
 

 Open the Invoice Entry program. 
Financials > Accounts Payable > Invoice Processing > Invoice Entry 

 Click Add Batch, Red “A” in toolbar. 

 Complete the fields to define the batch. 

 Click Accept.  
The program displays the Invoice Entry screen.  

 Complete the fields, as required, to define the invoice details.  

Entering a Partial Payment/Liquidation 
To enter a partial payment or liquidation: 

 After entering the invoice details in steps 1-5, press Tab to display the Purchase Order 
Line/Account Liquidation screen. 
Note: If the Liq Method list is set to Line, the Purchase Order Line Liquidation screen appears. If 
the Liq Method is set to Account, the Purchase Order Account Liquidation screen appears. 

 
 

 Click Modify in the toolbar. 
The program provides access to the fields. 
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 Enter the dollar amount to liquidate from each line in the Liq Amount column. Press Tab to move to 
the Inv Amount column; the program completes the amount to be invoiced based on the liquidation 
amount entered. Continue until the liquidated and invoice amounts total the invoice amount.  

 Click Accept.  
The program displays the accounts to be charged based on the liquidation and invoice amounts 
entered in the Invoice Lines group. 

 Click Continue in the toolbar to return to the Invoice Entry screen.  

 Verify all invoice information is correct, including the accuracy of the general ledger accounts to be 
charged. 

 Click Accept.  

 To continue adding invoices to the batch, click Add, define the invoice details, and repeat the 
preceding steps. When all invoices are entered, click Back on the toolbar to return to the Invoice 
Entry Batch Header screen.  

 Confirm the invoice count and total, as displayed on the header to the invoices ready to be 
submitted for approval and posting. If the batch total or count does not reconcile, click the View 
Batch option to display a summary list of all invoices within the batch. 

 Double-click a record to select it; the program displays it on the Invoice Entry screen.  

 Update the record, as necessary, and return to the Invoice Entry Batch Header screen.  

 Once updated, click the Back button to return to the Invoice Entry Batch Header Screen to release 

the Batch into workflow.   

Fully Liquidating a PO or Contract 
To fully liquidate a PO or contract: 

 After entering the invoice details in steps 1-5, press Tab to display the Purchase Order 
Line/Account Liquidation screen.  
Note: If the Liq Method list is set to Line, the Purchase Order Line Liquidation screen appears. If 
the Liq Method is set to Account, the Purchase Order Account Liquidation screen appears. 
The screen displays all purchase order or contract lines. 
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 If the purchase order should be closed once it is fully liquidated, click the PO Status option in the 
toolbar to select the Close PO When Fully Liquidating check box. (If the PO should not be closed, 
click PO Status again to clear this box.) 

 Click Full Liquidate in the toolbar to fully liquidate the purchase order.  
The program displays a confirmation message.  

 Click Yes to proceed. 
The program processes the full liquidation, closes the PO if directed to do so, and returns to the 
Invoice Entry screen. 

Updating the Invoices 
To make changes to the invoices before releasing the batch: 
 

 From the Invoice Entry batch header screen, click Resume.  
The program displays the invoice details. 

 Use the navigation arrows at the bottom of the Invoice Entry screen to find the record to modify.  

 Click Update and modify the information, as required. 

 Click Accept to save the changes, and then click Back on the toolbar to return to the batch header 
screen. 

When reconciliation is complete, the batch is ready to be released and submitted into the workflow.  

Releasing the Batch 
To release the batch when reconciliation is complete: 
 

 Click Release in the toolbar.  
The program provides a confirmation message notifying you that this action will initiate the approval 
process and asks if you want to continue. 

 Click Yes. 
The program updates the “Released?” field on the Invoice Entry batch header screen to indicate the 
statuses of the invoices in the batch: All Released, Some Released, or None Released. 

 To view the status of each invoice in the approval process, click View Batch and select the batch 
from the Browse list.  
The program displays the first invoice in the batch. 

 In the Workflow group on the invoice record, click the Approvers button. 
The program displays a list of all required approvers, as well as the workflow status and actions 
taken on the invoice. 

Results 
This batch has been released and the approval process has been initiated. Each record will need to be 
reviewed and updated by the required approvers. After all approvals are received, the invoice can be 
posted. Once it is posted, the invoice is no longer available for viewing in the Invoice Entry program. 
Invoice details can be viewed in Invoice Central, Account Inquiry, Vendor Invoice Lists, Year to Date 
Budget Reports, and Vendor Central.  

Status Change 
A released invoice can have different statuses: 

• The invoice has a status of H-On Hold if it is not posted with the rest of the batch. It must be 
approved and then posted.  

• The invoice has a status of P-Pending if it has entered the workflow and is pending approval.  
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• If the invoice has an associated purchase order but no receiving records, its status is T-Awaiting 
Three-Way Match. It remains at this status until receiving records are entered. 

 
Clicking the Approvers button indicates where in the workflow process the invoice record stands. Once 
the final approver reviews and approves or rejects the invoice, its status is updated to either A-
Approved or R-Rejected. 
 
For a partial liquidation, the selected line items have been liquidated by quantity or amount. 
For a full liquidation, the selected purchase order or contract has been fully liquidated and closed.  

What’s Next? 
Required approvers will receive notification that a record is pending their approval. The invoices will 
flow through the approval process until the final step has been completed, at which time the invoice will 
be posted. Once posted, detail records are available for these transactions under the general ledger 
accounts affected.    COMPLETED TRAINING FOR END USERS  - FINANCE FROM HERE ON 
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Modifying Invoices  

Overview 
The Modify Invoices program is used for making changes to invoices that have been entered and 
posted through the Invoice Entry program. The Modify Invoices program consists of three screens: 
Journal Header, Invoice Header, and Invoice Detail. The number of fields available for updating is 
determined by the status of the invoice. An unpaid invoice has more flexibility than an invoice that has 
been paid and posted through the Cash Disbursements Journal program. When making a change to an 
invoice that originally liquidated a purchase order, the cancellation or voiding of the invoice re-
encumbers any liquidated funds. Be sure this is the desired result. If not, you must also change the 
purchase order.  

Prerequisites 
Before you can successfully complete this process, you must ensure that roles granting the necessary 
permissions have been assigned to your user account. If the roles have not been established, contact 
the system administrator to have them updated or added into the Munis system. 
 
Confirm the following: 
 

• You have permission to maintain invoices.  

• You have menu access to the Modify Invoices program. 

• You have permission to access to general ledger accounts.  
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Procedure 
Complete the following steps to make a change to an invoice: 

 Open the Modify Invoices program. 
Financials > Accounts Payable > Invoice Processing > Modify Invoices 

 
 

 Click Define. 

 Complete the fields, as required, using the following table as a guide.   

Field Description Fairfield, CA 
Journal Information 
Effective Date Contains the date the changes affect the 

general ledger. The current date is the 
default value, but you can change this. 

 

Year/Period Specify the fiscal year and period 
associated with the invoice.  
When you update an invoice, the 
program posts changes to this year and 
period. 

 

Journal 
Description 

Defines the journal description that is 
required for the journal entry.  
The description can contain up to 10 
alphanumeric characters.  

 

Invoice to Modify 
Vendor Indicates the vendor number of the 

vendor for whom the invoice is intended.  
You can enter one-time pay vendors, 
which are included in the results list when 
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Field Description Fairfield, CA 

you click the field help button to select a 
vendor.  
After you enter the vendor number, the 
program displays the vendor name, and 
the folder button is highlighted. Click the 
folder button to view the vendor record. 

Document Specifies the unique 12-character 
document identifier for the invoice.  

 

Invoice Provides the 20-character number for the 
invoice. 

 

 After completing the fields, click Accept.  
If the vendor number is the only criteria defined, the program displays the invoice record; if multiple 
records meet the criteria, the program displays the matching invoices in a browse screen. 

 
 

 Double-click the record to maintain. 
The program opens the Invoice Header screen. The Invoice Header screen contains general 
information about the invoice, such as the vendor, address, invoice description, status, and gross 
amount. 

 

 

 Click Update. 
The fields available for updating vary according to the invoice status. An unpaid invoice is the most 
flexible, allowing deletion from the database or changes to the following fields:  

• PO Number 

• Voucher Number 
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• Invoice Date 

• Due Date 

• Check Run Number 

• Dept/Loc 

• Status 

• Separate Checks Status 

• Comment, Description 

• Amounts 

• Discount 

• Org, Object, and Project 

• 1099 

• Asset Status 

• PO lines (can be added or deleted) 
 

Paid invoices allow changes to the following fields:  

• PO Number 

• Voucher Number 

• Dept/Loc 

• Comments 

• Description 

• Org, Object, and Project 

• No deletion of records from the database is allowed (this would require voiding a check) 
 

 Make the necessary changes and click Accept. 

 
To make a change to the general ledger accounts for an invoice: 

 On the Invoice Header screen, click Invoice Detail. 
The program displays the Detail screen. 

 
 

 Click Update. 
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 Make the necessary changes. 

 Click Accept to save the changes.  

 Click Back to close the screen and post the changes. 

 
Other update options:  
 

• To restore the invoice to its original state, click Cancel Modify. You must click Cancel Modify 
prior to exiting the maintained invoice to successfully restore the invoice to its original state. 

• To void an invoice, click Void. Only invoices with a status of Approved or Held are eligible to be 
voided. The status is updated to Void.  
Note: When a check is voided, the associated invoices are updated to an approved status to be 
included in the next check run. If you do not want the invoice included in the next check run, use 
the Modify Invoices program to void the invoice itself. 

• To remove an invoice from the database, click Delete on the Munis toolbar.  
The program only allows you to delete invoices with a status of Approved, Held, or Void. 
The program displays a confirmation message. 

Results 
There is no Output/Post option in the Modify Invoices program. Once you close the screen, the program 
posts any journals associated with the change, and then updates the invoice. 

Status Change 
The status change to the invoice reflects any changes that were made. Voiding an invoice updates the 
status to Void. A paid invoice remains in a Paid status, unless the check is voided. If the check is 
voided, the invoice status is updated to Approved. An approved invoice is included in the next check 
run, unless manually updated through the Modify Invoices program. If the invoice is modified, the 
invoice will be routed through the Workflow Approval process for approval. 

GL Impact 
If you change the amount or general ledger account fields, the program makes adjusting journal entries 
as necessary. The general ledger update occurs when you close the Modify Invoices program. 

Other Munis Modules Impacted 
Changes made in the Modify Invoices program can affect Munis Purchasing. For example, the 
cancellation of an invoice that originally liquidated a purchase order will re-encumber those amounts. If 
you void a check that paid an invoice, the invoice reverts to a status of Approved and is available for 
the next check run. If this is not the intended result, you must use the Modify Invoices program to void 
the invoice as well.  

What’s Next? 
Depending on the reason for the maintenance, the next steps to be taken may vary. If an invoice was 
deleted because it was entered against the wrong vendor, you may re-enter the invoice correctly 
through Invoice Entry. If an invoice entered against a purchase order was deleted, you may want to 
confirm that the purchase order should have in fact been re-encumbered. Corrections or modifications 
to the invoice will release the invoice for approval. 
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Creating Reports 

Overview 
This section provides general instructions for creating commonly used reports from the Munis Accounts 
Payable menu. It is intended for accounts payable personnel. This section includes the following 
reports: 

• Vendor Invoice List 

• Vendor Fiscal Year Summary 

• Invoice History by GL Account 

• Invoice Aging Report 

• Invoice Open Report 
 
Note: If the View SSNs check box in Accounts Payable User Attributes is not selected for your user ID, 
the programs do not include Social Security numbers in reports. 

Prerequisites 
Before you can successfully complete this process, you must ensure that roles granting the necessary 
permissions have been assigned to your user account. If the roles have not been established, contact 
the system administrator to have them updated or added into the Munis system. 
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Vendor Invoice Lists 
The Vendor Invoice Lists program prints a list of vendor invoices. Invoices can be chosen based on the 
vendor’s number, status, name, general type code, class code, and/or geographic code. They can also 
be selected by the invoice number, department, status/entry date, due date, check date, voucher 
number, purchase order number, check run number and/or check number. 

Procedure 
Complete the following steps to print a list of vendor invoices: 

 Open the Vendor Invoice Lists program. 
Financials > Accounts Payable > Invoice Inquiry and Reports > Vendor Invoice Lists  

 
 

 On the toolbar, click Search. 

 To create an active set of records matching specific criteria, complete one or more of the fields 
according to the following table. To create an active set of all records, leave all the fields blank. 

Field Description Fairfield, CA 

Vendor 

Vendor Indicates the vendor number to 
include on the report. 
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Field Description Fairfield, CA 

Status Specifies the vendor status to be 
included on the report.  
The following options from the 
Vendors program are 
available: Active, Inactive, Temporary, 
Stop or Bidder. 

 

Name Contains the name of the vendor to 
include on the report.  
The vendor name must be entered 
exactly as it is defined in the Vendors 
program.  

 

General Type  Contains the vendor type codes to 
include on the report.  
The type code must exist in Accounts 
Payable Miscellaneous Codes and be 
linked to the vendor in Vendors. 

 

Class Code Identifies the vendor class code to 
include on the report.  
The class code must exist in 
Accounts Payable Miscellaneous 
Codes and be linked to the vendor in 
Vendors. 

 

Geographic Code Stores the vendor geographic codes 
to include on the report.  
The geographic code must exist in 
Accounts Payable Miscellaneous 
Codes and be linked to the vendor in 
Vendors. 

 

Invoice 

Document Specifies a unique 12-character 
document identifier.  

 

Invoice Provides a 20-character invoice 
number.  

 

Department Sets the department code to include 
on the report.  

 

Status Indicates the status of the invoice to 
include on the report: Approved, Hold, 
Paid, or Void. 

 

Entry Date Contains the invoice entry date to 
include on the report.  
Note: The entry date is not manually 
entered during invoice entry and 
cannot be seen. It is the actual 
system date that the invoice was 
entered. 

 

Due Date Determines the invoice due dates to 
be included on the report.  
If you do not select a specific invoice 
status, invoices with the same due 
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Field Description Fairfield, CA 

date are selected regardless of 
whether they are paid.  

Check Date Identifies the invoice check date to 
include on the report.  
This date appears on an invoice if the 
invoice is already paid. 

 

Voucher/Document Contains the invoice numbers to 
include on the report. You can enter 
an invoice number, leave this box 
blank to include all invoice numbers, 
or use a colon (:) to define a range of 
numbers. 

 

Purchase Order Specifies the purchase order number 
used to create the invoices to include 
on the report.  
You can enter a purchase order 
number, leave this box blank to 
include all purchase orders, or use a 
colon (:) to define a range of purchase 
orders numbers. 

 

Check Run 
[Warrant] 

Contains the invoice check run or 
warrant identifier to include on the 
report. You can enter a check run 
identifier, leave the box blank to 
include all check runs, or use a colon 
(:) to define a range of check run 
identifiers.  
Note: Depending on your 
organization's settings, this label may 
vary. 

 

Check Establishes the check number used to 
pay the invoice to include on the 
report.  
The check number is present on an 
invoice if the invoice is already paid. 
Check numbers are assigned to the 
invoices when the checks are printed. 
You can enter a check number, leave 
this box blank to include all checks, or 
use a colon (:) to define a range of 
check numbers to include.   

 

Net Amount Contains the net amount of the 
invoice. 

 

Use Tax Indicates the amount of use tax that 
applies to the invoice. 

 

Description  Stores the description used with the 
Purchase Card Import program. You 
can enter a description, leave this box 
blank to include all descriptions, or 
use a wildcard character to define the 
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Field Description Fairfield, CA 

description if you are unsure of how it 
is recorded in the database.  

 Click Accept.  
The program displays the number of records that meet the search criteria. 

 Click Browse to view a list of records in the active set. Double-click a list entry to view details.  

 

 Click Accept to return to the main program screen. 

 Click Report Options (Rpt Options) on the toolbar to create a report of the active set.  
This allows you to specify the sort or subtotal sequence, report headings, and spacing for the 
report. 

 
 

 Complete the fields according to the following table. 
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Field Description Fairfield, CA 

Execute This Report Determines how and when the report 
is created.  

• Select Now to process the report 
immediately. Use the output 
options in the toolbar to view, 
print, or save the report. 

• Select In Background (Now) to 
process the report for a single 
time on a specified date using 
Munis Scheduler. This selection 
includes the event log and email 
notification features.  

• Select At a Scheduled Time to 
establish when and how often 
the report runs. This selection 
uses Munis Scheduler and 
includes event log and email 
notification features.  

 

Report Sequence Specifies how the report sorts and 
subtotals: 

Vendor invoice 
Vendor name, invoice 
Voucher, vendor, invoice 
PO, invoice 
Check Run, vendor, invoice 
Check Run, vendor name, 
invoice 
Check, invoice 
Vendor name, check 

No matter which option you select, 
the report prints the same columns 
of information, in the same order 
from left to right. 

All report sequence options that refer 
to the vendor name draw this name 
from the Alpha box in the Vendors 
program, which enables alphabetic 
sorting of vendors.  

If an invoice does not have any 
characters in the primary field 
chosen for sorting, that invoice is not 
included on the report. For example, 
if you select PO, Invoice and an 
invoice in the set of invoices that 
was selected does not have a 
purchase order number associated 
with it, that invoice does not print on 
the report.  

Only invoices that have check 
numbers are printed for options 7 
and 8. 
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Field Description Fairfield, CA 

Double Space the 
Report 

If selected, this check box directs the 
program to print the report in double-
spaced format.  

 

Include on Report Specifies the number to include on 
the report: Document, Invoice, or 
Both. 

• Select Document to include only 
the 12-character document 
number on the report. If you 
select Document, the document 
number prints in the first column.  

• Select Invoice to include only the 
20-character invoice number on 
the report. If you select Invoice, 
the invoice number prints in the 
first column and the description 
includes on the first 26 
characters.  

• Select Both to include both the 
document and invoice number 
on the report. If you select Both, 
the document number prints in 
the first column and the invoice 
number is on the next line with 
the label "Invoice."  

 

Include Check Date Directs the program to include the 
check date in the report, if this check 
box is selected. 

If the value of the Include on Report 
list is Document or Invoice, the 
check date appears on the report as 
CHECK DATE mm/dd/yyyy. 

If the value of the Include on Report 
list is Both, the check date is 
included on the INVOICE line. 

 

Include Paid Amount Causes the report to include the paid 
amounts for invoices, when selected.  

 

Include Payee Name 
for One Time Vendors 

Directs the program to include the 
payee name when displaying one-
time vendors on reports, if selected. 

 

 Click Accept. 
The program returns to the Vendor Invoice Lists screen. 

 If you selected Now from the Execute This Report field, click Output on the Munis toolbar and select 
an output format to create the report. 
If you selected any other value for the Execute This Report field, the program opens Munis 
Scheduler, which allows you to create the report at a future time or date. 
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Example: Vendor Invoice List Report 
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Vendor Fiscal Year Summary 
The Vendor Fiscal Year Summary report prints a summary of fiscal year-to-date purchases and fiscal 
year-to-date payments for a specified set of vendors. Vendors appear on the report if both year-to-date 
purchases and year-to-date payments are zero. In addition, amounts are included on the report even if 
these amounts have not yet been closed to a period in the Munis General Ledger. 

Procedure 
Complete the following steps to print a list of vendor purchases and payments: 

 Open the Vendor Fiscal Year Summary program. 
Financials > Accounts Payable > Invoice Inquiry and Reports > Vendor Fiscal Year Summary 

 
 

 Click Search. 

 To create an active set of records matching specific criteria, complete one or more of the fields 
according to the following table. To create an active set of all records, leave all the fields blank. 

Field Description Fairfield, CA 

Vendor Contains the vendor number to include 
in the report.  

 

1099 Vendors 
Only 

Determines whether the report should 
be restricted to 1099 vendors only. 
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Field Description Fairfield, CA 

Status Indicates the vendor status to include 
on the report: Active, Inactive, 
Temporary, One Time Pay, Stop, or 
Bidder. If you select the blank option, 
the program includes all status codes.  

 

Name Stores the vendor's alphabetic name to 
include on the report.  
The vendor name must be entered 
exactly as it is included in the Vendors 
program.  

 

General Type Identifies the vendor type code to 
include on the report.  
The type code must exist in the 
Accounts Payable Miscellaneous 
Codes program for the Vendor Type 
Codes code type. It must also be linked 
to the vendor in the Vendors program. 

 

Class Code Contains the vendor class code to 
include on the report.  
The class code must exist in Accounts 
Payable Miscellaneous Codes for the 
code type Vendor Class Codes and be 
linked to the vendor in Vendors. 

 

Geographic Code Stores the vendor geographic codes to 
include on the report.  
The geographic code must exist in the 
Accounts Payable Miscellaneous 
Codes program and be linked to the 
vendor in Vendors. 

 

Entity  Indicates the entity code for the invoice.  
The entity code can be 1 or 2. If entity 
code restrictions are in use, you are 
restricted to those invoices with an 
entity code that matches your user ID 
entity restrictions.  
Vendor entity codes are established in 
Vendors.  

 

 Click Accept. 
The program displays the number of records that match the search criteria. 

 Click Report Options (Rpt Options) to define the report settings. This allows you to specify the sort 
or subtotal sequence, report headings, and spacing for the report. 

Field Description Fairfield, CA 

Execute This Report Determines when to process the 
report when Munis Scheduler is 
enabled.  

• If you select Now to process the 
report immediately, use an 
output option to view, print, or 
save the report.  
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Field Description Fairfield, CA 

• If you select In Background 
(Now) to process the report a 
single time using the event log 
and email notification features, 
or if you select At a Scheduled 
Time to establish a specific time 
when the report runs, the 
program uses Munis Scheduler.  

Fiscal Year Contains the fiscal year for which to 
select the invoices included in the 
vendor’s year-to-date purchases.  
Any updated invoices that post to 
the fiscal year entered in this box 
are included in the vendor’s year-
to-date purchase amounts on the 
report.  
The default value is the fiscal year 
in General Ledger Settings, but you 
can change this.  

 

Fiscal Year Date 
Range 

Identifies the dates the program 
uses to select records for the 
report. 
This date range selects which 
vendor payments are included in 
year-to-date purchases. Any paid 
invoices with a check date that falls 
in this date range are included in 
the vendor’s year-to-date payment 
amount on the report.  
If you select Within Date Range, 
you must complete the following 
Date Range boxes with the 
beginning and ending dates for the 
range. 
The default value is the fiscal year 
date range from General Ledger 
Settings, but you can change this. 

 

Minimum Activity  Contains the minimum dollar 
activity for the vendor to be 
included on the report.  
The default value for this field is 
0.00. 
If you enter an amount in this box, 
vendors are included on the report 
if year-to-date purchases are 
greater or equal to this value. If you 
leave the default value in this box, 
the program includes all activity for 
the selected vendors.  

 

Display Social Security 
Numbers on Report 

Directs the program to display 
Social Security numbers (SSNs) on 
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Field Description Fairfield, CA 

  the reports you create, if selected. 
The box only appears if you are 
authorized to view SSNs. If you are 
not authorized, this check box is 
not available. When this check box 
is selected, Social Security 
numbers are included for all output 
formats.  

Display 1099 Box 
Code Information on 
Report 

Instructs the program to display 
1099 box codes on the report, if 
selected. Clear the check box to 
hide the 1099 box codes. 

 

 Click Accept. 
The program returns to the Vendor Fiscal Year Summary screen. 

 If you selected Now from the Execute This Report field, select an output format from the Munis 
toolbar to create the report. 
If you selected any other value for the Execute This Report field, the program opens Munis 
Scheduler, which allows you to create the report at a future time or date. 

Example: Vendor Fiscal Year Summary Report 
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Invoice History by GL Account  
The Invoice History by GL Account program provides a list of invoices, sorted in the order of the 
general ledger account, that were charged on each line. It provides options to select currently open 
invoices, or those that were open as of a prior period end date. The latter option is useful for balancing 
the general ledger accounts payable account as of the end of last month. 

The Invoice History by GL Account program has four report options: History by Fund, History by 
Account, History by Project, and History by Object. Each report includes the following data: account 
identifier, account description, vendor number, vendor name, invoice number, purchase order number, 
invoice posting year and period, invoice type, invoice status, invoice line amount, voucher number, 
check run number, check number, and invoice line description. Invoice totals on the report are given for 
the vendor, the account, the org, and the fund. The reports include invoices for one-time pay vendors.  

The report layout is always the same regardless of how the report is defined. Also, if an invoice is 
charged to more than one account, the program displays that portion of the invoice under the account 
where it was charged. 

Procedure 
Complete the following steps to print a list of vendor invoices: 

 Open the Invoice History by GL Account program. 
Financials > Accounts Payable > Invoice Inquiry and Reports > Invoice History by GL Account 

 
 

 Select the type of report to create: 

• History by Fund—The Fund option allows you to create a report based on a defined fund 
range. 

• History by Account—The Account option creates a report that includes invoice history charged 
to a certain range of account numbers. You can define a report that includes just invoice history 
related to one vendor number or one check run number.  

• History by Project—The Project option sorts the history report by fund, project, and vendor. It 
provides subtotals at these levels.  

• History by Object—The Object option creates a report based on a defined object range. This 
report includes the quantity received instead of voucher number. 
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After you select the report type, the program displays the appropriate definition screen. 

 
 

 Click Define. 

 Complete the fields according to the following table, as applicable. 

Field Description Fairfield, CA 

Execute This Report Determines when to process the 
report when Munis Scheduler is 
enabled. 

• If you select Now to process 
the report immediately, use 
the output options to view, 
print, or save the report.  

• If you select In Background 
(Now) to process the report a 
single time using the event log 
and email notification 
features, or if you select At a 
Scheduled Time to establish a 
specific time when the report 
runs, the program uses Munis 
Scheduler. 

 

Fund Range 
(Available when you 
select Invoice History by 
Fund) 

Specifies a range of funds to 
include in the invoice report. The 
beginning and ending fund are 
required.  

 

Account Range 
(Available when you 
select Invoice History by 
Account 

Sets the range of general ledger 
account numbers to include in the 
invoice history report. Enter the 
account type (B-Balance Sheet, 
E-Expense, or R-Revenue), and 
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Field Description Fairfield, CA 

then enter the full general ledger 
account number.  

Project Range 
(Available when you 
select Invoice History by 
Project) 

Indicates the range of project 
codes to include in the report.  
 

 

Object Range 
(Available when you 
select Invoice History by 
Object) 

Defines the range of object codes 
to include in the report.  

 

Invoice Selection Identifies the type of invoice 
status to include on the report: 

• All Invoices–Open and Paid: 
Selects all invoice history that 
was posted to the year/period 
range.  

• Only Paid Invoices: Selects all 
invoice history that was 
posted to the year/period 
range and that has a paid 
status as of today. 

• Only Open Invoices: Selects 
all invoice history that was 
posted on or before the 
year/period entered in the 
Year/Period box and that was 
unpaid (status A) as of the 
last check date. Amounts 
printed are as of the last 
check date. 

 

Vendor 
 

Contains the vendor number for 
whom you are processing the 
invoice history. 
The Vendor box is accessible if 
the Invoice Selection value is All 
Invoices-Open and Paid or Only 
Paid. The program does not 
display this box when you create 
an Invoice History by Fund report.  

 

Check Run 
[Warrant] 

Specifies the check run identifier 
for the invoices. 
The Check Run box is accessible 
if the Invoice Selection value is 
By Check Run. The program 
does not display this box when 
you create an Invoice History by 
Fund report. 
Note: The label of this field varies 
depending on your organization's 
settings. 
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Field Description Fairfield, CA 

Year/Period Indicate the fiscal year and period 
through which balances should 
be computed. Invoices are 
selected if they post on or before 
the period that is entered here 
and are still open as of the last 
day of the fiscal year and period.  
The default value is the current 
year and period established in the 
General Ledger Settings 
program, but you can change 
this.  
The Year/Period box is 
accessible when the Invoice 
Selection value is Only Open 
Invoices. The program only 
displays this box when you create 
an Invoice History by Fund report. 

 

Year/Period Range These fields define the beginning 
and ending posting year and 
period of the invoice history to be 
included on the report. Only 
invoice history that was posted to 
a period in this range is included 
in the report.  
The default value is the starting 
year/period entered in the 
General Ledger Settings 
program. Period 13 of the current 
year is the default ending 
year/period. You may change 
these default values as 
necessary. 
The paid invoices report includes 
all invoices that have a status of 
P-Paid as of today, even if they 
were paid after the fiscal 
year/period range. 
The Year/Period Range box is 
accessible when the Invoice 
Selection value is either All 
Invoices–Open and Paid or Only 
Paid Invoices.  

 

Org Page Break 
(Account/Org) 
Project Page Break 
(Project) 
Object Page Break 
(Object)  

If selected, this check box directs 
the program to insert a page 
break after each account 
number/org code, each project 
code, or each object code, 
according to the report that you 
are creating.  
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Field Description Fairfield, CA 

The program does not display this 
box when you create an Invoice 
History by Fund report.  

Last Check Date Indicates the month ending date 
of the year/period.  
This date is needed to include 
paid invoices on the report that 
have a check date after the date 
entered here. The Last Check 
Date box is accessible when the 
Invoice Selection value is Only 
Open Invoices. 
The program does not display this 
box when you create an Invoice 
History by Fund report.  

 

Selective Account 
Inclusion 

Directs the program to open GL 
Segment Find after you have 
completed the fields and clicked 
Accept, if this check box is 
selected. 
On the GL Segment Find screen, 
complete one or more of the 
account segments, and then click 
Accept. The program selects 
records based on the account 
criteria entered.  

 

Capital Assets Indicates whether records with 
capital assets should be included 
in the history:  

• All—Includes records with and 
without capital assets. 

• Yes Only—Includes only 
records with capital assets. 

• No Only—Includes only 
records without capital assets. 

 

Include on Report Specifies the number to include 
on the report: Document, Invoice, 
or Both. 

• Select Document to include 
the 12-character document 
number on the report. If 
selected, the report includes 
the document and voucher 
numbers, but excludes the 
invoice number.  

• Select Invoice to include the 
20-character invoice number 
on the report. If selected, the 
report includes the 20-
character invoice number and 
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Field Description Fairfield, CA 

excludes the document and 
voucher numbers.  

• Select Both to include both 
the document and invoice 
number on the report. If 
selected, the report includes 
the document, voucher, and 
invoice numbers. 

 Click Accept. 
The program displays the number of records selected at the bottom of the screen. 

 
 

 Click Vendor Summary (Vendor Summ) to display or print the report. 
The program opens the Output dialog box.  

 Select the output type, enter the report title, and then click OK. 
The program creates the Vendor Summary Report, which displays the year/period range, vendor 
name, address, federal identification number or Social Security number, and total purchases and 
payments for the vendor. 

Example: Vendor Summary Report 
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Invoice Aging Report 
The Invoice Aging Report program creates a report that includes invoice balances for each vendor in a 
30-, 60-, or 90-day format. A total overdue balance displays beside each vendor name. This total 
categorizes invoices into time frames for Current, 30-60, 60-90, and 90 and Over.  

Procedure 
To create the aging report: 

 Open the Invoice Aging Report program. 
Financials > Accounts Payable > Invoice Inquiry and Reports > Invoice Aging Report  

 
 

 Click Define. 

 Complete the fields, referring to the following table as needed.  

Field Description Fairfield, CA 

Execute This 
Report 

Determines when to process the report 
when Munis Scheduler is enabled. 

• If you select Now to process the report 
immediately, use the output options to 
view, print, or save the report.  

• If you select In Background (Now) to 
process the report a single time using 
the event log and email notification 
features, or if you select At a 
Scheduled Time to establish a specific 
time when the report runs, the 
program uses Munis Scheduler. 

 

Aging Start Date Indicates when the invoices are 
considered for inclusion in the report. The 
Aging Start Date can be a point in time 
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Field Description Fairfield, CA 

(such as yesterday or next week) or it can 
be a specific date.  

• To enter a specific date, select 
Specified Date from the list and then 
enter the date in the Date box.  

• To use a point in time, select the time 
from the list. In this case, the program 
uses the dates relative to your 
selection at the time you select 
Execute This Report. For example, if 
you select Today, the program uses 
the current date at the time the report 
is created.  

Print Establishes whether to include all vendors 
with a balance or to limit your selection to 
only overdue vendors. 

 

Hold Invoices Indicates whether to include invoices with 
a Hold status on the report. The default 
value is Include, but you can change this 
by selecting Exclude from the list. 

 

Spacing Specifies whether to print the report in 
single-spaced or double-spaced format.  

 

 
 Click Accept. 

The program displays the number of records selected in the status bar at the bottom of the screen. 

 If you selected Now from the Execute This Report field, select an output option from the toolbar to 
create the report. If you selected In Background (Now) or At a Scheduled Time from the Execute 
This Report list, the program opens Munis Scheduler for creating the report at a future time or date. 
The program creates a report according to the criteria selected.  
Invoices with an Invoice History Status code of H (hold) are not included in the overdue columns but 
are totaled separately in the Held Items column. 

Example: Invoice Aging Report 
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Invoice Open Report 
The Invoice Open Report shows open invoices as of a specific date. It includes invoice numbers, 
invoice dates, search dates, open amounts, purchase order numbers, and check run numbers. 

Procedure 
To create the open report: 

 Open the Invoice Open Report program. 
Financials > Accounts Payable > Invoice Inquiry and Reports > Invoice Open Report 

 
 

 Click Define. 

 Select when the report will be run, and a date range for which to report on open invoices. 

 Click Accept. 
The program displays the number of records selected in the status bar.  

 If you selected Now from the Execute This Report field, choose an output option from the toolbar to 
create the report. If you selected In Background (Now) or At a Scheduled Time from the Execute 
This Report list, the program opens Munis Scheduler for creating the report at a future time or date. 
The program creates a report according to the criteria selected.  
Open (unpaid) invoices are reported for each day in the specified date range. The report sorts by 
reporting date, with all invoices open for each date sorted by invoice date, vendor, and document. 

Example: Invoice Open Report 
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Processing Purchase Card Statements 

Overview 
After purchase card transactions have been imported, they are stored in Munis as purchase card 
statements. These statements are accessed using the Purchase Card Statements program, from which 
they are released to workflow for approval, and then converted to invoices. 

Prerequisites 
Before you can successfully use this feature, you must ensure that the necessary settings and codes 
are in place. If settings and codes are not set up, or not set up correctly, you may need to contact your 
Munis system administrator or department manager to have them updated or added into the Munis 
system. 
 
Confirm the following: 
  

• The purchase card import process has been completed and statements have been generated. 

• In Accounts Payable Roles, your user role has been assigned the ability to view and maintain 
purchase cards, as well as the ability to convert purchase card statements to invoices on the 
Data Access tab of the Accounts Payable Roles program. The Allow Update of Purchase Card 
Transaction at or Below Status permission controls the statement status levels for which you 
can update a purchase card transaction (PCT) on a statement: New, Released, or Approved.  

• Optional: To enable the Change Fiscal Period toolbar option in the Purchase Card Statements 
program, your user role must be assigned the Void Purchase Card Statements permission and 
the Maintain Others' Purchase Cards and Statements data access permission must be set to 
Full. To use this feature, open p-card statements (those that have not been converted or voided) 
must exist for the identified statement code. 
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Procedure 
To convert purchase card statements to invoices: 

1. Open the Purchase Card Statements program. 
Financials > Accounts Payable > Invoice Processing > Purchase Cards > Purchase Card 
Statements 

 
 

1. Click Search to locate the purchase card statement to convert. 
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2. On the toolbar, click Transactions to view the transactions that appear on the statement. 

 
 

3. Click Update. 

4. Change the Card Holder for Transaction, Vendor, Charge Description, Commodity Code, Contract, 
Work Order, Work Order Task, and allocation accounts as necessary. 

5. When you have finished making changes, click Accept. 

6. Use the navigation buttons to view additional transactions, making changes as needed.   

7. Once each transaction is accepted, the user must upload the backup documentation for the 
credit card charge. 

8. After you have finished updating the transactions, click Back to return to the Purchase Card 
Statements program screen. 

9. Click Release on the toolbar to release the statement to workflow.  
The program applies the APC–AP Purchasing Cards business rule as defined by your organization. 
The statement must be approved before processing can continue.  
If your organization does not make use of the APC business rule, the statement is automatically 
approved. 
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10. After the statement has been approved, click Single Convert to convert the statement into one or 
more invoices. Alternatively, you can click Mass Convert to convert all the approved statements in 
the active set of records into invoices.

 
 
The program displays the Input GL Effective Date for Conversion dialog box. 

11. Enter an effective date for the journal entries that support the conversion and click OK. 
The program performs the conversion and displays the Conversions Results screen, which lists the 
invoices generated and the transactions to which they apply. A single invoice is created for each 
vendor that appeared on the statement. 

Results 
You have converted a purchase order statement into one or more accounts payable invoices. 

Status Change 
The converted statements are updated with a status of Converted, and the invoices created by the 
conversion have a status of Hold. 

GL Impact 
When statements are converted to invoices, a journal entry is created for each allocation line on the 
transaction that is in a different fund than the purchase card liability account defined in Accounts 
Payable Settings. Once the journal is posted, the appropriate due to/due from entries are created. 
When the purchase card invoices are posted, journal entries are created to credit the purchase card 
liability accounts and debit the expense accounts on the transactions. 

What’s Next? 
You must access the created journal entries and invoices and process them using your organization’s 
standard business practices.   
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Appendix A—Invoice Central  
Financials > Accounts Payable > Invoice Inquiry and Reports > Invoice Central 

Invoice Central provides an inquiry-only listing of invoice records and information. The program does 
not allow you to modify invoices. Instead, it provides direct access to the Munis programs that are 
responsible for the maintenance and processing of invoices. 

The program initially displays a Search box, which you can use to specify a vendor or invoice number.   

 
 
For simple searches, enter a vendor name or invoice number and then press Enter to initiate the 
search. Or use the Advanced Search option to access additional search fields. 

 
 
For Advanced Searches, enter a name in the Search Name box and click the Save button to save a 
search for future use. If you select the Run This Search on Application Start check box, the program 
automatically initiates that search when you open the program. In this example, the ABC Supply option 
is a saved search. 
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When the search completes, the program displays the matching invoices. Switch the view using the 
appropriate option, which varies depending on your current view. 
 

 
 

Select an invoice to view details. 

 
 

Select a category on the sidebar to view additional information about this invoice. For example, click 
Payment to view the payment details.   

The following table provides a brief description of the available details for the Invoice Central program.  
Category  Description 
Invoice Contains general information about the invoice record. Use the Vendor Name 

link to view the vendor record in Vendor Central. 
Payment Contains payment information for the invoice.  
Invoice Details Lists the detail lines that appear on the invoice. Click a line to view its liquidation 

details, if applicable. 
Withholdings Display the withholding information for the selected invoice.  
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Appendix B—Vendor Central  
Financials > Accounts Payable > Vendor Processing > Vendor Central 

The Vendor Central program displays information about vendors that exist in your Munis database. This 
program is intended for use by purchasing personnel who require access to vendor information on a 
regular basis.  

Viewing Vendor Records 
The program initially displays the Search field, which you can use to specify a vendor name. If you 
enter a full vendor name, the program narrows the search to only that vendor; if you enter a partial 
vendor name, the program creates an active set of records that match the entered criteria.   

 

 

For simple searches, enter a vendor name and then press Enter to initiate the search. Or use the 
Advanced Search option to access additional search fields. 
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For Advanced Searches, enter a name in the Search Name box and click the Save button to save a 
search for future use. If you select the Run This Search on Application Start check box, the program 
automatically initiates that search when you open the program.  

 
 
Saved searches are available from the Advanced Search list. 

 
 
When the search completes, the program displays the matching vendor records. Switch the view using 
the appropriate option, which varies depending on your current view. 

 
 
Select a vendor record to view details. 
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When you view the Details page for the first time, the program provides the Application Settings window 
for you to choose which categories of details to view. 

 
 
 
Use the Select All option to include all available categories; use the Unselect All option to exclude all 
the categories. To narrow the results to include only specific time frames of items, use the lists in the 
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Search Time Frames group. Click OK to proceed to the Details page and apply your selections. Your 
chosen categories are available in the sidebar. You can access the Application Settings screen at any 
time by clicking the Settings option in the toolbar. 

 
 
Select a category from the sidebar to view that specific information.  

Note: If you did not select the category in the Application Settings window, then it is not shown on the 
Details page. Only the Vendor information is accessible regardless of category selections. 

Viewing Vendor Information 

Details 

When you view the Details page for a vendor record, the page heading includes a list to select other 
vendors to view, if associated vendors exist, as well as options to maintain the data. 

 

 

The heading provides the following options: 

• Edit—Opens the applicable program used to update the selected record. For example, if you 
click Edit while viewing the vendor information, a separate browser tab opens the vendor record 
in the Vendors program. 
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• Refresh—Refreshes the current screen to display the most recent changes. 
• Notes—Stores general, certification, and class notes associated with the vendor record. 
• Totals—Calculates totals for invoices, unpaid invoices, checks, and open purchase orders for 

the selected vendor. The Search Time Frames lists on the Application Settings screen 
determine the time periods for the information. 

• Attach—Provides any attached documents through Tyler Content Manager (TCM). 
• Export—Generates an export of the currently displayed information as a Microsoft® Excel® 

spreadsheet. 

Vendor 
The Vendor category is always available, regardless of the category selections you made in the 
Application Settings window.  

 
 
The following table provides descriptions of the available fields for the Vendor category in the Vendor 
Central program.  
 

Field Description Fairfield, CA 

Vendor 

Main Information Tab 

Vendor Details 

Vendor Number Indicates the Munis vendor number, 
as established in the Vendors 
program. 

 

Status Specifies the current status of the 
vendor: 

• Active—Indicates a current 
and established vendor.  
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Field Description Fairfield, CA 

• Bidder—Identifies that this 
vendor has submitted bids 
but is not yet an established 
vendor. A Bidder status 
does not prohibit entry of 
purchase orders and 
invoices. 

• Inactive—Provides a 
warning during invoice entry 
that the vendor is inactive 
but does not prevent the use 
of that vendor record. New 
vendors automatically have 
a status of Inactive until they 
are fully approved.  

• One Time Pay—Indicates a 
vendor number used one 
time to pay multiple 
recipients.  Vendor records 
cannot be manually updated 
to use this status. They 
must be created as One 
Time Pay vendors. 

• Stop—Specifies that the 
vendor record should no 
longer be used. This status 
prevents the use of this 
vendor during invoice entry. 

• Temporary—Indicates the 
vendor is only to be used for 
a short time. 

• Self Service—Indicates a 
potential vendor has added 
their information using 
Vendor Self Service (VSS). 
The vendor record should 
then be reviewed and 
updated to have either an 
Active or Temporary status. 

Status Reason Provides the reason for the vendor 
status, if applicable.  
Reason codes are defined under 
Vendor Status Reason Codes 
(VRSN) in Miscellaneous Codes. 
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Field Description Fairfield, CA 

Entity Contains the entity code for the 
current vendor. 

 

Type Identifies the type of vendor. 
Vendor types often group vendors 
by the services they provide, such 
as Construction or Office Supplies. 
Type codes are defined under 
Vendor Type Codes in 
Miscellaneous Codes.  

 

Performance Indicates the current performance 
rating assigned to the vendor.  
Specific notes on a vendor's 
performance are maintained in the 
Vendor Performance program. 

 

SSN Specifies the Social Security 
number (SSN) associated with the 
vendor record. 
Either an SSN or an FID is required 
if Munis is used to generate a 1099 
for the vendor. 
The View SSN permission in 
Accounts Payable Roles is required 
in order to view Social Security 
numbers or federal identification 
numbers. 

 

FID Contains the vendor's federal 
identification number (FID).  
Either an FID or a Social Security 
number is required if Munis is used 
to generate a 1099 for the vendor. 
The View SSN permission in 
Accounts Payable Roles is required 
in order to view Social Security 
numbers or federal identification 
numbers. 

 

DUNS Indicates the 9-digit Data Universal 
Numbering System (DUNS) number 
assigned to the vendor 
organization. 
The DUNS number is a unique 9-
character identification number 
provided by Dun & Bradstreet 
(D&B). The DUNS number is used 
by the federal government to 
monitor business entities. A DUNS 
number is required for federal 
grants and proposals. 

 

Contact Information 
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Field Description Fairfield, CA 

Other Name Stores the other name for the 
vendor, if applicable. 

 

DBA Contains the "doing business as" 
(DBA) name for this vendor, if 
applicable. Vendors may request 
that their DBA name be included on 
payments. 

 

Address Holds the vendor's street or post 
office box address, including the 
city, state/province, and 
ZIP Code™.  

 

Email Contains an email address for the 
vendor. 

 

Website Identifies the vendor's website 
address, if applicable. 

 

Additional Contacts 

Name Specifies the first and last name of 
the person who is an additional 
contact for the vendor. 

 

Description Provides a job title or description 
explaining the contact's relationship 
to the vendor. 

 

Email Stores the email address of the 
contact. 

 

Phone Contains the phone number of the 
contact. 

 

Fax Supplies the fax number of the 
contact. 

 

VSS Accounts 

Name Identifies the name associated with 
the Vendor Self Service (VSS) 
account. 

 

User ID Indicates the user ID for the VSS 
account. 

 

Email Provides the email address 
associated with the VSS account. 

 

Active Specifies whether the VSS account 
is active (Yes) or not (No). 

 

Payment/Miscellaneous Tab 

Terms 

Discount Percent Determines the discount 
percentage offered by the vendor, if 
applicable. 
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Field Description Fairfield, CA 

Minimum Order Provides the minimum order 
amount that this vendor allows.  

 

Freight Terms/Method Stores the vendor's usual method 
of shipping.  

 

Days to Discount Contains the number of days within 
which the invoice must be paid to 
qualify for the vendor discount.  

 

Days to Net Holds the number of days allowed 
from the invoice date to pay the full 
invoice.  

 

Freight Percent Contains the freight percentage 
commonly applied by the vendor.  

 

Payment Information 

Pay Vendor Using Indicates the vendor's preferred 
method of payment. 

 

Separate Check Per 
Invoice 

Specifies whether to use separate 
checks for each invoice (Yes) or not 
(No). 

 

Prenote Identifies whether a check or 
invoice prenote is required for the 
vendor. 

 

ACH Override ID Contains an override ID number for 
an automated clearinghouse (ACH) 
file. 
This number overrides the ID 
number in an ACH file, record 6. If 
data is entered in the Override 
fields, it replaces the default 
information in the ACH vendor file.  

 

ACH Override Name Stores an override name for an 
automated clearinghouse (ACH) 
file. 
This name overrides the name in an 
ACH file, record 6. If data is entered 
in the Override fields, it replaces the 
default information in the ACH 
vendor file.  

 

Banking Information 
In order to view this group, your user role must have the View/Maintain Vendor Banking Information 
check box selected in Accounts Payable Roles. 

Account Type Specifies the type of bank account, 
such as Checking Account or 
Savings Account. 

 

Bank Contains the name of the vendor's 
banking institution. 
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Field Description Fairfield, CA 

Bank Routing # Indicates the vendor's bank routing 
number. 

 

Bank Account # Identifies the vendor's bank account 
number. 

 

Default Tax 

Use Tax Vendor Specifies whether the vendor 
processes use tax (Yes) or not 
(No). 

 

Use Tax Indicates the use tax rate, if 
applicable. 

 

Sales Tax Identifies the sales tax rate, if 
applicable. 

 

Additional Information 

Class Provides the class data, if 
applicable. 

 

Geographic Specifies the geographic 
information, if applicable. 

 

County Contains the name of the vendor's 
county. 

 

Foreign Entity Identifies whether the vendor is 
considered a foreign entity (Yes) or 
not (No). 

 

AR Customer # Stores the vendor's Accounts 
Receivable (AR) customer number, 
if applicable. Customer numbers 
are established and maintained in 
the Customers program in Munis 
Accounts Receivable. 

 

Employee # Holds the vendor's employee 
number, if applicable. Employee 
numbers are established and 
maintained in the Employee Master 
program in Munis Human Capital 
Management. 

 

Delivery Methods 

Purchasing Specifies the vendor's preferred 
method for purchase order delivery.  

 

Payables Stores the vendor's preferred 
methods for accounts payable 
delivery: Print, Fax, and/or Email. 

 

 

Invoices 
The Invoices category provides a table of details for associated invoices for a specified time frame.  
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To change the time frame, click the Settings  option in the omnibar and select a different time period 
for the Invoices list in the Application Settings window. 

The heading indicates the number of invoices (#) and the total amount. The Filter  option is available 
to apply filter criteria to each table heading. 
 

Field Description Fairfield, CA 

Invoices 

Invoices (#) 

Invoice Indicates the invoice number. 
Click the link to open the Invoice 
Central program to view additional 
invoice details, such as associated 
journal information. 

 

Amount Provides the total dollar amount of 
the invoice. 

 

Date Identifies the date the invoice was 
entered in MM/DD/YYYY format. 

 

Purchase Order Displays the purchase order 
number, if applicable. 
Click the link to open the Purchase 
Order Central program to view 
additional purchase order details, 
such as delivery and payment 
information. 

 

Contract Supplies the contract number, if 
applicable. 

 

Vendor Identifies the name of the vendor 
associated with the invoice.  
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Click the link to open the Vendor 
Central program to view additional 
vendor details, such as contact 
information or associated Vendor 
Self Service (VSS) accounts. 

Status Specifies the status of the invoice, 
such as Approved. 

 

Description Provides the description of the 
invoice. 

 

Due Supplies the due date of the invoice 
in MM/DD/YYYY format. 

 

Year Indicates the fiscal year to which 
the invoice applies. 

 

Voucher Provides the voucher number, if 
applicable. 

 

Invoice Indicates the invoice number. 
Click the link to open the Invoice 
Central program to view additional 
invoice details, such as associated 
journal information. 

 

 

Checks 
The Checks category provides a table of details for associated checks in a specified time frame.  

 
 

To change the time frame, click the Settings  option and select a different time period for the Checks 
list in the Application Settings window. 
The heading indicates the number of checks (#) and the total dollar amount. 

The Filter  option is available to apply filter criteria to each table heading. 
 



 
 

Munis® Accounts Payable, Version 2020.3  Page 74 
  

 Field Description Fairfield, CA 

Checks 

Checks (#) 

Check Indicates the check number. 
Click the link to open the Checks 
Detail screen (accessible from the 
Invoice Inquiry program) to view 
additional check information. 

 

Date Specifies the check date in 
MM/DD/YYYY format. 

 

Vendor Identifies the name of the vendor 
associated with the check.  
Click the link to open the Vendor 
Central program to view additional 
vendor details, such as contact 
information or associated Vendor 
Self Service (VSS) accounts. 

 

Amount Provides the dollar amount of the 
check. 

 

Status Specifies the status of the check, 
such as Printed. 

 

Warrant Indicates the warrant or check run 
number associated with the check. 

 

Cash Account Contains the account number for 
the associated cash account. 
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Purchase Orders 
The Purchase Orders category provides a table of details for associated purchase orders in a specified 
time frame. 

 
 

To change the time frame, click the Settings  option and select a different time period for the 
Purchase Orders list in the Application Settings window. 
The heading indicates the number of purchase orders (#) and the total open amount. 

The Filter  option is available to apply filter criteria to each table heading. 
 

 Field Description Fairfield, CA 

Purchase Orders 

Purchase Orders (#) 

Purchase Order Specifies the purchase order 
number. 
Click the link to open the Purchase 
Order Central program to view 
additional purchase order details, 
such as delivery and payment 
information. 

 

Year Indicates the fiscal year to which 
the purchase order applies. 

 

Vendor Identifies the name of the vendor 
associated with the purchase order.  
Click the link to open the Vendor 
Central program to view additional 
vendor details, such as contact 
information or associated Vendor 
Self Service (VSS) accounts. 
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 Field Description Fairfield, CA 

Entered Provides the date the purchase 
order was entered in MM/DD/YYYY 
format. 

 

Open Amount Specifies the open dollar amount 
for the purchase order. 

 

Order Amount Supplies the dollar amount of the 
purchase order. 

 

Status Indicates the status of the purchase 
order, such as Closed. 

 

Description Displays the description of the 
purchase order. 

 

Department Identifies the name of the 
department associated with the 
purchase order. 

 

 

Contracts 
The Contracts category provides a table of details for contracts that are associated with the vendor.  

 
 
The heading indicates the number of contracts (#) and the total available dollar amount of contracts. 

The Filter  option is available to apply filter criteria to each table heading. 
 

 Field Description Fairfield, CA 

Contracts 

Contracts (#) 

Contract Indicates the contract number. 
Click the link to open the Contracts 
Central program to view additional 
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 Field Description Fairfield, CA 

contract details, such as retainage, 
subcontractor, or insurance 
information. 

Vendor Identifies the name of the vendor 
associated with the contract.  
Click the link to open the Vendor 
Central program to view additional 
vendor details, such as contact 
information or associated Vendor 
Self Service (VSS) accounts. 

 

Year Contains the fiscal year for the 
contract. 

 

Status Specifies the status of the contract, 
such as Posted. 

 

Open Amount Indicates the open dollar amount of 
the contract. 

 

Revised Amount Provides the revised dollar amount 
of the contract. 

 

Description Supplies the description of the 
contract. 

 

Department Identifies the name of the 
department associated with the 
contract. 

 

 

Addresses 
The Addresses category provides remit address and contact information associated with the vendor 
record. If there are multiple addresses, use the arrows at the bottom of the screen to scroll through 
them. 
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The following table provides descriptions of the fields. 
 

Field Description Fairfield, CA 

Addresses 

Address - # 
 

Identifies the remit address 
number (#). 

 

General 

Company Name Specifies the company name for 
this vendor address. 

 

DBA Contains the "doing business as" 
(DBA) name for this vendor 
address, if applicable. Vendors 
may request that their DBA name 
be included on payments. 

 

DUNS Indicates the DUNS number for 
this vendor address. 

 

Fax Supplies the fax number for this 
vendor address. 

 

Email Stores the email address 
associated with this vendor 
address. 

 

Address 

  Provides the street or mailing 
address, including the city, 
state/province, and ZIP Code™ 
for this vendor address. 

 

Contacts 

Name Identifies the name of the contact 
associated with this vendor 
address. 

 

Description Provides a job title or description 
explaining the contact's 
relationship to the vendor. 

 

Email Stores the email address of the 
contact. 

 

Phone Contains the phone number of the 
contact. 

 

Fax Supplies the fax number of the 
contact. 

 

Delivery Methods 

Delivery Methods Specifies the vendor's preferred 
method for purchase order 
delivery for this address.  
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Field Description Fairfield, CA 

Payables Stores the vendor's preferred 
methods for accounts payable 
delivery (Print, Fax, and/or Email) 
for this address. 

 

 

1099 History 
The 1099 History category provides a list of the vendor's historical 1099 information. 

 
 
 

Field Description Fairfield, CA 

1099 History 

Year Contains the tax year for the 
vendor's historical 1099 tax data. 

 

Box Code Identifies the name of the box code 
for the vendor's historical 1099 tax 
data. Totals for specific years are 
identified as ***Total for YYYY****. 

 

Amount Indicates the dollar amount for the 
vendor's historical 1099 tax data. 

 

 



 
 

Munis® Accounts Payable, Version 2020.3  Page 80 
  

PCard Transactions 
The PCard Transactions category provides a table of details for associated purchase card transactions 

over a specified period of time. To change the time frame, click the Settings  option and select a 
different time period for the PCard Transactions list in the Application Settings window. 

 
 

Field Description Fairfield, CA 

PCard Transactions 

PCard Transactions (#) 

Transaction Indicates the transaction number.  

Card Number Identifies the card number used for 
the transaction. 

 

Card Holder Specifies the name of the person 
listed as the card holder. 

 

Statement Provides the statement number 
associated with the transaction. 

 

Charge Date Stores the date of the charge in 
MM/DD/YYYY format. 

 

Amount Indicates the amount of the 
transaction. 

 

Description Contains the description of the 
transaction, or what the transaction 
was for. 

 

Document Identifies the document number 
associated with the transaction, if 
applicable. 

 

 


	Munis Accounts Payable
	Accounts Payable Process
	Overview
	Prerequisites
	Procedure
	Results
	Status Change
	What’s Next?
	Using Request for Check
	Overview
	Prerequisites
	Procedures
	Adding a Check Request
	Copying a Check Request
	Deleting a Check Request
	Viewing and Processing Workflow
	Reactivating Rejected Requests
	Updating a Check Request

	Overview
	Prerequisites
	Procedure
	Entering a Partial Payment/Liquidation
	Fully Liquidating a PO or Contract
	Updating the Invoices
	Releasing the Batch

	Results
	Status Change
	What’s Next?
	Overview
	Prerequisites
	Procedure
	Results
	Status Change
	GL Impact
	Other Munis Modules Impacted
	What’s Next?
	Overview
	Prerequisites
	Vendor Invoice Lists
	Procedure
	Vendor Fiscal Year Summary
	Procedure
	Invoice History by GL Account
	Procedure
	Invoice Aging Report
	Procedure
	Invoice Open Report
	Procedure
	Processing Purchase Card Statements
	Overview
	Prerequisites
	Procedure
	Results
	Status Change
	GL Impact
	What’s Next?
	Appendix A—Invoice Central
	Appendix B—Vendor Central
	Viewing Vendor Records
	Viewing Vendor Information
	Details
	Vendor
	Invoices
	Checks
	Purchase Orders
	Contracts
	Addresses
	1099 History
	PCard Transactions



