
AP ENTRY REFRESHER DISCUSSION



USE THE NEW FORM ON THE WEBSITE



VENDOR FIELD IS FOR THE VENDOR 
NUMBER



VENDORS WITH MULTIPLE ADDRESSES, 
INDICATE WHICH ADDRESS THE CHECK 

SHOULD BE MAILED



INVOICE NUMBER MUST BE UNIQUE –
MAKE IT UNIQUE IF YOU HAVE TO



DESCRIPTION FIELD IS REQUIRED AND VERY 
USEFUL FOR SEARCHING OR REPORTING



PETTY CASH –
INCLUDE A COVER 

SHEET WITH 
SUBTOTAL TO 

MAKE APPROVING 
EASIER



FEEL FREE TO WRITE NOTES ON YOUR INVOICES. 
INCLUDE MATH WHEN TAKING DISCOUNTS, CREDITS, 

OR ADJUSTMENTS.



IF NOT USING THE AP VOUCHER, WRITE THE 
ACCOUNT NUMBER ON THE INVOICE. 
IT MAKES IT EASIER FOR PROOFING.



YOU CAN RESUME BATCHES IF YOU AREN’T DONE 
ENTERING. CHANGE THE DUE DATE FIELD TO BE 

FRIDAY’S DATE AND YOU CAN ENTER IN THE SAME 
BATCH ALL WEEK LONG.



WRITING THE DOC NUMBER ON THE LABEL HELPS IN 
VOIDING INVOICES, REISSUING CHECKS, AND MOVING 
INVOICES TO FUTURE CHECK RUNS.

WE ARE GETTING A QUOTE FROM TYLER ON ADDING 
THE DOC NUMBER TO THE LABEL AND SHOULD HEAR 
BACK VERY SOON ON THE TIMELINE OF THAT 
ENHANCEMENT.



A GUIDE FOR ENTERING/FINDING VENDORS WILL BE 
COMING OUT AFTER THIS DISCUSSION AND POSTED 
ON THE WEBSITE.



OPEN DISCUSSION

WHAT ARE YOUR THOUGHTS ON HOW MUNIS IS GOING? 
WHAT WOULD YOU LIKE TO SEE BE DONE DIFFERENT?


