


 Racine County website under 
Employees/Finance/Tyler Munis has materials 
to help with training, finding account 
numbers, and guidelines.











 The remit address is often on the invoice you 
are paying.

 Make sure the remit address you choose 
matches the address on the invoice – this will 
ensure the check gets to the right place.

 If the address is not correct or you can’t find 
the right remit address, you will need to fix or 
add it.
◦ This procedure will be online. If you have questions, 

email APFinance@racinecounty.com for help.











• Munis uses programs called Centrals to easily 
look up information

• Centrals will let you look up information needed 
for your AP forms

• Click on Tyler Menu

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

• All Centrals programs that you have access to will 
appear. Click on Vendor Central



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

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



Click on Family Service of Racine

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.



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 – if you don’t need to see it, you won’t
This is the current address
If we have an email address or website, it’ll show here
We can add contacts to a vendor



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.



Click on invoice 110016 Brush/Heat Shrink

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



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

Invoice Details will show the account number(s) charged for the invoice.



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

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



Click on Materials 660230.453000

The first time will require you to click OK



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



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.



 Update your internal forms to reflect the new 
vendor numbers, addresses, account 
numbers, etc.

 JDE account numbers should be used for 
2016 expenses only. Going forward, you 
must use Munis account numbers.

 Email Munis@racinecounty.com with Munis
related questions or the accountant/Fiscal for 
your area.




