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Payment Entry 
The Payment Entry program records payments for receivables and miscellaneous receipts. Receivable 
balances are updated in the general ledger by a separate payments proof, journal, and post program. 
Payments are recorded in batches. A batch of payments is a group of receipts entered by one clerk or for 
one receipt station. There is usually one batch per clerk or station per day, though a new batch per clerk or 
station may be open while an earlier batch is in the review stage. 
When you first open the Payment Entry program, you must create or resume a batch for payment 
processing. 

 
Payment Entry in the Munis Menu 

 

 

Add a basic payment 

Click Add  

Most fields should prefill based on your user setup.  The only field you are required to fill in is deposit 
number.   

The deposit number will be the number from the bank bag. 
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Click Accept.  

The program displays the Miscellaneous Receipts. 
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To change to Misc Cash Receipts, click on “More” and then “Misc Receipts” to change 
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Click Add  

 

Complete screens to add the payment.  Choose a “charge code” from the drop down menu.  

 

 

 

Click Accept  

 

Complete the information for Receipt. 

The Payment Method can be entered as Cash, Check, Credit Card or a combination. 
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Click Accept  

 

If all payments have been entered click the return key twice in order to return to the batch screen. 
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Resume a batch 

Click “Lookup Batch” 

 

The program opens the Entry Date, Clerk, Department, Batch Number, and Interest Effective Date boxes 
for entry. 

 

 

Type information in any of the available fields to locate the batch to release. 
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Click Accept  

The program displays the Payment Entry Bills browse screen. 

 

 

Select the batch to release. 

Click Accept.  
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Release a batch 

We have resumed a batch and now want to release the same batch to the Treasurer’s Office 

Click Output-Rel 

 

 

 If the batch has not been released, the program displays the Output Options screen. 

 

 

 

If the batch has already been released, the program displays a message allowing you to change the 
status to not released. Click Yes to change the status; click No to keep the released status. When you 
click Yes, the program displays a confirmation message. Click OK. When you click No, the program 
returns to the batch control screen. 
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Reverse a receipt 

 

 

 

The program displays a browse screen, which lists all of the receipts in the specified batch. 

 

Select the receipt to reverse. 

Click Accept. 

The program displays the Payment History screen. 
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View a deposit report 

Select the batch to create a report. 

Click Accept. 

lick Deposit Rpt. 

The program opens the Deposit Report program, where you can create a report of payment information 
for deposits included in released payment batches.

 

Click Accept. 
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Deposit Report 

 


