


Tyler Munis is a financial system replacing JD
Edwards on January 1st
Payroll will be replaced on July 1st

The move to Munis changes our accounts (cost
centers) but will not change how we budget, cut
checks, and many other processes



e Click on the Tyler Hosted Service SSO icon on your
desktop

e Select “Dashboard” for client type.
 Enter your user name
e This is 6750 First Letter of First
name and First 7 Letters of Last
— Name (ie: 6750AHernand or
— 6750JSmith)
* Your initial password is Racinel6 or

NeedNew]
e Click Go!!
o tyler :Munis SaaS Dashboard e Select “Live”




The dashboard is your main home
screen. You can add Web Parts (apps)
and favorites (bookmarks)




Click “Web Parts” then MUNIS Workflow
then Approvals (Tile). Click Update.

a MY TYLER W VIEWS = TYLERMENU &= WEB PARTS




e On the Dashboard, click on Dashboard
e Click on Enroll

Enrollment

DEFAULT MESSAGE
There were no records found. Make sure the Tyler Use .
Enter your county email address

Tyler U ID: | I ¢ R :
evrmmas [ ] Your initial password is tyler123
Click Save Profile




Munis uses Orgs instead of Cost Centers
 In JDE, Sheriff’s cost center is 10180
e |n Munis, itis 11800000
All objects codes will be universally shared
 In JDE, the object code for Office Supplies is 7010
 In Munis, the object code is 441500
Some departments will be using Projects (HSD,
BHS, PW) for better tracking and reporting

Finance Department will be providing a copy of
the 2017 Budget with new Munis account
numbers



Munis uses programs called Centrals to easily
look up information

Centrals will give a good overview and allow you
to dig in deeper

« Click on Tyler Menu

Tyler Menu

| « In the search box, type “central” and press enter

Icentral

4 Munis

4 Search (‘central’)

L”e‘fd';fg::::: « All Centrals programs that you have access to will
appear. Click on Vendor Central

ccount Centra
Contracts Central
Purchase Order Central




Search by vendor name

Vendor name Q

Advanced Search

The first screen pulls up a search box. Type in Racine and press enter.

VEMDORS

racine Q Excel
C’.L Advanced o My Searches A
Search Cffice
Vendors: 58 =
CARLSON RACINE ROOFING AND CENTRAL RACINE COUNTY HEALTH DEPT
1441 1458
ACTIVE ACTIVE
EYE CLINIC OF RACINE LTD FAMILY SERVICE OF RACINE
1847 1855
ACTIVE ACTIVE

This pulls up all vendors with the word “Racine” in their name.



FAMILY SERVICE OF RACINE
1855
ACTIVE

Click on Family Service of Racine

Settings

Available tiles

] 1099 History [0 Addresses
] Commodities ] Vendor

Select all Unselect all

ol Cancel

The first time will require you to click Select All and OK



This will show a brief overview of the vendor including invoices paid,
checks issued, purchase orders, or contracts.

Click on Vendor.



FAMILY SERVICE OF RACINE: Vendor

ACTVE B8 @

WEHRGLNENLLE  Payment/Miscellaneous

GENERAL

Vendor Number
1855

Status
ACTIVE

Status Reason

IRS INFORMATIOMN

1099 Vendor
Yes

Default Code

Backup Withholding
Mo

Entity
1

Type

Performance

W-9 Sent
Yes

W-9 Received

No

IDENTIFICATION CONTACT INFORMATION
SSN Other Name
FID DBA
39-0808507
DUNS Address
420 TTH ST
RACINE WI 53403
Email
Web Site

ADDITIONAL CONTACTS

Mo vendor contacts found.

This is the new vendor number. If the status is Active, they are available
to be used for AP, PO’s or Contracts

This is the tax ID number
This is the current address

If we have an email address or website, it’ll show here
We can add contacts to a vendor



Search by vendor name or invoice number

Vendor name or invoice # Q

Advanced Search

The first screen pulls up a search box. Type in Napa and press enter.

This pulls up all invoices with the word “Napa” in their name.



98765 TRUCK 45A MUFFLER
MNAPA AUTOMOTIVE PARTS CO INC
PENDIMG, Gross Amount: $124,99

98765 TRUCK 45A MUFFLER

PENDING, NAPA AUTOMOTIVE PARTS CO INC

Payment Invoice Detaills  Withholdings

GENERAL

Purchase Order

Contract

DATES

Invoice
Due
Discount
Received

Department

PUBLIC WORKS & DEVEL...

Voucher

12/13/2016
12/13/2016

12/13/2016

Click on Napa Automotive Parts

AMOUNTS

Gross
Discount
Tax

MNet

Journal Mumber;
Year / Period: 2016 / 12

124,99
0.00
0.00

124,99

This pulls up information about the invoice that was paid to Napa.



Invoice Invoice Details  Withholdings

GEMNERAL

Payment Method Check Number Check Status Clear Date
MNormal

Cash Account Check Run Check Date Check Amount
10 101101 $0.00

Payment will show info about the check, including check number and date.

Invoice  Payment Withholdings

Description Line Project Account Org Obj Proj 1099 Code Amount

+ TRUCK 45A MUFFLER 1 660230 418500 N 124.99

Invoice Details will show what account number was charged for the invoice.



Search
Fund Org Object Project Q

Advanced Search

The first screen pulls up a search box. Type in 660230 in the Org and
press enter

Fund 660230 Object Project Q Excel
Totals
@& Advanced € My Searches v
Search Office Options
Accounts: 25 =
MISCELLAMEQUS REVENUE SALE OF MATERIALS
600230-329000- 660230-329500-
0% Used Available 0.00 0% Used Available 0,00
LICEMSES/PERMITS VEHICLE REPAIRS
600230-418000- 660230-418500-
0% Used Available 0.00 0% Used Available -124.99

This pulls up all of the objects available to this org Shop Operations



VEHICLE REPAIRS Click on Vehicle Repairs

660230-418500-

0% Used Available -124.99

Available columns

M Amount O Check #

[] Comment [] EffectiveDate
M Original Details O Posted

[] Ref1 [] Ref2

] Ref4 M Vendor

[ Voucher (] Warrant
Selectall  Unselectall  Default

o]l Cancel

The first time will require you to click OK



VEHICLE REPAIRS

050230-418500-

Segments  Monthly Data  Budget Rollup  Current Year vs. CFWD

v Account Totals

2017 2016 2015 2014
Criginal Budget 0.00 0.00 000 000
Transfers 0.00 0.00 000 000
Revised Budget 0.00 0.00 000 0.00
Actual (Memo) 000 12499 000 000
Encumbrances 0.00 0.00 000 000
Requisitions 0.00 000 000 0.00
Available Budget 0.00 -12499 0.00 0.00

Percent Used 0% 0% 0% 0%

The Account tab shows the current year and three year history for
budget, actuals, available budget, and percent used



v Transactions 2016 v Total Amount: $124.99

Source Year Period Journal Amount Original Vendor
Original Budget 0.00
Transfers 0.00 API 2016 12 0 12499 Details  NAPA AUTOMOTIVE...
Revised Budget 0.00
Actual (Mema) 124.99
Encumbrances 0.00
Requisitions 0.00

Opening the Transactions window will show details about
transactions in this account. To see more information about the
invoice paid, you can click on any of the blue hyperlinks to move to
that centrals program.



Munis allows workflow to help automate
processes and limit paperwork

You may see activity on your dashboard in the
Approvals web part which will require you to
approve or reject work

Workflow varies by department but can include
Accounts Payable, Journal Entries, Purchase
Orders, Contracts, and Cash Receipts



If workflow has been sent to you, it will be shown on the Approvals web parts



Clicking on the Approvals will show all work that needs to be approved



Clicking on the approval item will bring up available actions

The work can be approved, rejected, held, or forwarded
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