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The MUNIS Accounting Code

The MUNIS accounting code is comprised of three segments:

e Organization Code (Org)
e Object
e Project

The Organization Code (Org) is composed of seven characters/digits.
Below is an example of an Org code.

1091077

The Org Code can be broken down into three parts—the Unit, Fund, and
Key Code.

Unit Fund  Key Code

109 | 1077

The first three numbers or characters of the Org make up the Unit. The Unit
identifies the school or cost center. For schools, the Unit is the school
location number. For central offices, the Unit is represented a 900 number.

The second part of the Org is the Fund. General Fund accounts are
represented with the number 1. Special Revenue accounts, such as Federal
and State grants are represented with the number 2. There are additional
Fund codes, but these are the two funds most schools and offices will use.

The last three digits of the Org are known as the Key Code. The Key Code
Is the KDE identifier for specific functions, programs, or instructional levels.
For all practical purposes, you can think of the Key Code as an arbitrary
number. An example of a Key Code is 077 - Office of the Principal.

The Organization Code represents the WHO part of the account code. For
example the Org, 1091077, stands for the following:

Wheeler Elementary | General Fund | Office of the Principal



The second part of the MUNIS account code is known as the Object. The
object is 4 to 6 digits and/or characters. The Object is the WHAT part of the
account code. It identifies what is being purchased. For example, the Object
0610 stands for General Supplies. Some Objects have a character after the
number that further identifies what is being purchased. The following is a
list of some of the characters you may see as part of the Object code.

C - Custodial

E — Misc.

L — Library

O — Office (When entering this Object code, enter an alpha O for Office not a zero)
R — First Aid

W — Workshop

The third part of the MUNIS account code is the Project. The project is a
special identifier for flexible codes, rollup codes, and special funding.

Below are examples of Fund 1 (General Fund) Project numbers:

900XF — flexible, site-based account (funds that site-based schools can
transfer)

900XN - non-flexible, site-based account (funds that site-based schools
cannot transfer)

900XA - non-flexible, add-on funds that the District provides for specific
programs (money in addition to the site-based allocation)

900XS - flexible, supplemental money (e.g., monthly attendance bonus);
also flexible accounts for central offices and special schools.

Note: Special schools and central offices use only 900XS for flexible accounts.

Special Revenue (Fund 2) projects do not start with 900X. Special Revenue
project codes are 4 to 5 digits. The first digit represents the funding source as
follows:

1 — State-funded

2 — Nutrition Services

3 and up — Federal-funded

The fourth digit of the project represents the year of funding. For example, a
Fund 2 project 1254 is a State-funded project for 2003-2004.



Logging on to MUNIS

. Double-click on the MUNIS icon located on your computer desktop. The
icon name may be different, but the icon should appear as it does here.

if)

MUMNIS Test

Note: If you are using a Macintosh, you will not see this icon on your Macintosh
desktop. You must first start Virtual PC. Virtual PC is a program that emulates
Windows on a Macintosh. If you do not have this program, you will need to
purchase and install it on your Macintosh before you can use MUNIS. If you
need assistance in the installation, submit a work order to the
Telecommunications department.

. Your name should appear in the User name field. If the field is blank or
has the wrong user name, type your user name in the field. Your MUNIS
user name will be the same as your network/email user name. Click OK.

[ﬂ[unnectiun on munisbk.jefferson.kl2.ky.u 2=

E nter pour pazsward

(1] Cancel |

. The cursor should be blinking in the password field. Type your password.
The first time you use MUNIS, your password will be the same as your
user name. Later, you will have the opportunity to change this password.

. Click OK. If this is the first time that you - v -
. ote: Ou cannot 1og on, Tax an
have logged on to MUNIS, you will be MIS.L form requesting MUNIS

prompted with a message similar to the permission to 485-3600. If you

; attended training, this form was
fol IOWIng' handed out during the training
: session. If you did not attend training,
® Four J's Windows Front End authentication g| you can download an MIS-1 form
from JCPS Forms On-Line. Visit
Hwww.jefferson.k12.ky.usH; then
click the link titled, For Employees.

IUnauthorized FglZc-access from 170,185.2.77 and user 'sstantol’,
Do vou want to authorize 'sstantol' ¥

ves | only once | no |

. Click yes to continue. The following screen will appear.



1.28 - JCPS {TEST SYSTEM} - 07/28,2004 - train01 - 09/15/2004

<¢Favartes
DEP&RTMENTAL FUNCTIONS
@ Help

**IMPORTANT**

e The State is developing a Main Menu that will offer options for logging
on to the MUNIS Live System, the MUNIS Train System, and an option
for changing the password. The Main Menu was not available at the time
this manual was written.

e |f you are a first time user of MUNIS, you should change your password

before using the system. For security reasons, DO NOT keep the original
password assigned by MIS.

e The MUNIS System is case-sensitive. User names and passwords must
be typed in lowercase. All text within MUNIS should be typed in
uppercase. After logging on, press the CAPS LockK key to type in
uppercase.




G/L Account Inquiry

The G/L Account Inquiry screen allows you to view your school or
department’s account balances. The G/L Account Inquiry screen provides
both summarized and detailed information.

1. Click the plus symbol [+] on the left side of the screen next to
DEPARTMENTAL FUNCTIONS to expand the menu. The menu may
look different depending on your permissions.

Funis Application kenu
System
[+ ¢ Favarites
- DEPARTMENTAL FUNCTIONS
- [l 4. GAL Sccoun b Inguiny
- B. %'TD Budget Report
- T, Wendar Inguiry/Reparts
.. 0. Purchase Order Inguiry

E. Employes Inguiry

F. Mext 'ear Budget Entry
- 3. Flequisition Entry
. H. Budget Transfers and &mendment
I. Requisition &pprovals
J. Commodity Code F/b
- K. PO Receiving File M aintenance
- L. Position Control FAt
- b, Tirme and Attendance Entry
M. Payroll Exceptions F/t
0. Payroll Wendar F/A

B (Z) Help

2. Double-click G/L Account Inquiry. The following screen is displayed.

[f] G/L ACCOUNT INQUIRY - JCPS {TEST SYSTEM} - 07,/28/2004 ;IEIEI
File Edit Tools Help

|vx sea=as 20X RSREEIS=(Q 4]

Astion e L L aea | **Helpful Hint**
-t ||| O1g lﬁ Acct Name |
Manths Object lﬁ Type | j Status | j = Bud Emupl If yOU Wl” be maklng
cearna |||Peeet T o S I Mol inquiries to the QL accou.nts
rame ||| CoentYest | 3ves Compaison | Histoy | on a regular basis, add this
- FY 2005 s of 2005/01 507 screen to your Favorites. It

then will be available
directly from the Favorites

Original Approp

I

Budget XfrsAhdj |
Revized Budget |
I

J

menu without having to
7D Actul navigate through a long list
Encumbrance of items. To assign this
|—| —— screen to the Favorites
P | | | menu, click the plus sign [+]
Rzl I I I next to Favorites; then

double click Add to
Favorites while you are

W T o | s E| viewing this screen.

Display dekail information For current account,




3. Press CTrL-F for Find or click the Find tool in the toolbar ﬂ
or at the bottom of the screen.

Use one of the following methods to search for accounts:

To find one account - Enter the entire three-part account — Org,
Object, and Project — in the appropriate fields.

To find all accounts in an organizational group (i.e., Library, ECE,
Principal) — Enter the entire Org code in the Org field.

To find General Fund accounts - Enter a 1 in the Fund field.
Note: District-wide users also should enter the unit number followed by an
asterisk (*) in the Org field to limit the accounts to one cost center (i.e., 109%*)

To find Special Revenue accounts — Enter a 2 in the Fund field.
(see note above)

To find FLEXIBLE accounts — Enter a 1 in the Fund field. TAB to
the Project field and enter 900XF (schools) or 900XS (special
schools and central offices. (see note above)

e To find ALL accounts - Enter your school T
location number or your central office unit You also can click the Seg Find
number followed by an asterisk (*) in the button to locate your school or
Org field. (see note above) cost center accounts.

You also can use other operators and wildcards as follows:

< Less Than <= Less Than Or Equal To

> Greater Than >= Greater Than Or Equal To

<> Not Equal To

| Or * Wildcard

.. Range ? Wildcard (one character)




5. After entering the search criteria, click the green check mark on the
toolbar or press the ENTER key. The G/L Inquiry screen returns with the
accounts that match the criteria that you entered. If the search returns a
large number of accounts, you may be prompted with a message, such as
“Continue with this record set containing 792 records?” If so, click Yes
to view the accounts.

[£]Munis Main Menu v1.28 - ICPS {TEST SYSTEM} - 07,/28,2004 - sstantol - 09,/30,/2004

Click the appropriate tab to view
Current Year, 3 Year Comparison
or History.

=53]

Munis Application Menu

File Edit Tools

[#] G/L ACCOUNT INQUIRY - ICPS {TEST SYSTEM} - 07/28/2004

Help

=10l

[vx|smmuns B0 ¥ REQEEI©=D 2|

B Paproll/Personnel
evenue/Biling
B Other
E-Departmental Functions
[EA G/L Account Inguiry
- B.YTD Budget Report
L. Wendor Inquirg/Reparts
0. Purchase Drder Inquirg
E. Emplavee Inquiry
F. Mest rear Budget Entry
- . Fequisition Entry
- H. Budget Transfers and Amer
. Requisition Approvals
). Commodity Code F/M
K. PO Receiving File Maintenar
- L. Pasition Contral F/W
M. Time and Attendance Entry
M. Payroll Exceptions FAM
w0, Payroll Yendar F/M

- [Z) Help

—Action

Detail |
Honths |
Seq Find |
Totalz |
2Year Amounlsl

Click the Arrows
to move to the
Next or Previous
record.

J

Actual [Mema]
Encumbrances
Requisitions
Available

Percent used

w ||

Fund [T ] GF Acct [1105-2410-000-10-06100 -S00<F
Org  [1091077 .| PRINCIPAL  AcctName [GEMERAL SUPPLIES-OFFICE SUPPLY
Dbiject [06100 .| OFFICESUP  Type |Expenze =] Staus  [Active <] D”Eudamupl
Project [S00F .| [ glSITE BASED - FLEX SPEMDING | Multivr Fund
Current ‘r'ear | 3Year Comparizon IHilery |
‘i/Per 2005401 Fizcal ear 2005 Fiscal Year 2004 Fiscal ‘vear 2008
Driginal Budget | 5,500.00 | 8,000.00 | il
Tianstess In I = EEETT
Transters Out | -915.25 E’“l | 0000 =
Revised Budget | 18,887.53 | 28159.00 | il
I
I

1419778 (| | o E-;"l | 0o =
| 149841 | = |
| 319134 | 16,748 43 | il

8310 I 4052 I 00

S

Display detail infarmation Far current account.

6. The number of records in the found set is listed at the bottom of the
screen. To move through the records click the Arrow tools at the bottom

of the screen.

7. To view the records in a list, press CTRL-B or click the Browse
tool in the toolbar or at the bottom of the screen.

The accounts appear in a list as shown on the following screen.



ol
File Edit
vx|émazuasBF*RE8R[EE0Ex|D -
Rew Budget
1091003 011022 900<N  CERTIFIED SALARY-TEACHERS 197.200 0 197,200
1091003 011122 900x<N  EXT DAY TEACHER o
1091002 012036 900<N  CERTIFIED SUB TEACHER OTHR LVE o
1091002 013028 900xN  CLASSIFIED-INSTRUCT ASST o
1091002 013029 900x<F  CLASSIFIED INSTR ASSTAPT 0
1091002 0140 900<F  CLASSIFIED OVERTIME SALARY [t} o o
1091003 015091 A00xF  CLASSIFIED SUBSTITUTE-ASSISTNT 1} i} o
1091003 0211 A00x<F  GROUP INSURAMCE EXPENSE 1} a I
1091003 0211 00N GROUP INSURAMCE EXPENSE 1} i} o I~
1091003 0213 A00<F  GROUP LIABILITY INSURANCE 1} i} o
1091003 0213 00N GROUP LIABILITY INSURANCE i} i} o
1091003 0215 A00xF  DISABILITY INSURANCE i} i} o
1091003 0215 0N DISABILITY INSURANCE i} i} o
1091003 0221 EMPLOVER FICA CONTRIBUTION i} i} o
1051003 0221 a0d<F  EMPLOYER FICA COMTRIBUTION i} i} o
1051003 0221 and<M  EMPLOYER FICA COMTRIBUTION i} i} o
1091003 0222 EMPLOVER MEDICARE CONTRIBUTION i} i} o
1091003 0222 a0d<F  EMPLOVER MEDIC&RE CONTRIBUTION i} i} o
1091002 0222 900<MN  EMPLOYER MEDICARE CONTRIEUTION 0 1] a
al | Jakd|
Rev Budget [Total: 2,£50,418.08]
Actual /Encumb [Total: 2z7,083.30]
Available [Total: 2,423,318.78)
JUL Rew Bud [Tortal: 2z0,868.32]
Search/Fil Record
T e e = TRV N]
| |OVR A

T |PS*

Click a column header to sort
the column in ascending order.
Click the column heading a
second time to sort the column
in descending order.

Right-click a column header
to show or hide the column.

Drag a column header to
rearrange the columns.

Drag the column separator to
widen a column. Double-click
the column separator to fit the
column to the widest entry.

8. Click the Filter tool at the bottom of the Browse screen to display and
print only selected accounts. The filter below displays accounts with
amounts greater than zero (>0) in the Available column. After entering
the criterion, click Go to filter the records.

FILTER

N T —

-

Record [Filkerad)
’7 1418

9. Click the Up or DowN ARROW on the right side of the window to scroll
through the list of accounts. When you locate the account you wish to
view, select the account; then click the green check mark or double-
click the account. The G/L Account Inquiry screen returns with the
account information displayed.




Description of GL Account Inquiry Fields

The top portion of the G/L Inquiry screen contains the fields that you can
use to query accounts. These fields are as follows:

e Fund - General Fund accounts are represented with the number 1.
Special Revenue accounts, such as Federal and State grants are
represented with the number 2.

e Org - The Org (Organizational Code) is the WHO part of the account
code. The first three characters of the Org identify the Unit. For schools,
the Unit is the location number. For central offices, the Unit is
represented by a 900 number. The next digit represents the Fund—1 for
General Fund, 2 for Special Revenue. The last three digits are the Key
Code, which is the KDE identifier for special functions, programs, or
instructional levels.

e Object —The Object is the WHAT part of the account code. It describes
what is being purchased. The Object is 4 to 6 digits or characters.

e Project — The Project identifies accounts as being flexible, non-flexible,
add-on, or supplemental. It is also used for Fund 2 accounts to further
identify special funding. Not all accounts have Project numbers.

e Acct - The Acct is the entire MUNIS accounting code. JCPS uses the
Org, Object, and Project in lieu of the entire account number.

e Acct Name — The Acct Name is the name of the MUNIS accounting
code being displayed.

e Type —-The Type identifies the account as being an Expense account or a
Revenue account.

e Status — The Status is usually Active. If an account is marked Inactive,
you cannot use the account. When querying accounts, include Active in
the Status field to exclude inactive accounts.

e Bud Group — The Bud Group is the group to which an account belongs.
This is the same as Groups in the former JCPS accounting system.

10



The middle portion of the G/L Inquiry screen contains three tabs used to
view account amounts for Current Year, 3 Year Comparison, or History.

[] G/L ACCOUNT INQUIRY - JCPS {TEST SYSTEM] - 07/26/2004 =10l
Eile Edt Tocls Help

lwvx[smaaas Gl ReR(HEI w4
Action

Fund [1 .| GF Acct [1-108-2410-000-10-06100 -900<F
Detai O [T03I077 .| PRINCIPAL  AcctMame |GENERAL SUPPLIES-OFFICE SUPPLY
Months Object [0B100 | OFFICESUF  Tupe [Expense =] status fective ] (2 BudGroup
SegFind Project [S00RF | E"I SITE BASED - FLEX SPENDING I Hultiv Fund
et Currert eat | 3 Year Compaieon | History |
F 2005 & of 2005/01 JUL
2'ear Amaunts Current Year Carry Forward GAAP Totals
Original Approp [ 5,500.00 | 1400278 |
Amendments [ | o |
Fievised Budget [ 580000 | 1400278 |
¥TD Actual [ o | oo |
Encumbrance [ 19600 | 1400278 |
Renuisitions [  m I
Aysilable Budget [ 5505.00 | |
% Used [ 336 100,00 |
IR S TP Y

Display detallinformation For current account. e
There Is no budget group assodiated with the current account. A

The fields for Current Year are as follows:

e Original Approp - the amount of money that was appropriated to the
account.

¢ Amendments — the amount of money that was transferred into the
account and other adjustments made to the account.

¢ Revised Budget — the original budget plus Transfers—In, minus Transfer—
Out, plus CFwd — Budget (money carried forward from last year’s
purchase orders).

e YTD Actual - the total amount of money expensed to the account

(money that has been invoiced by vendors or expensed through vouchers,
etc).

e Encumbrance — the amount of money that has been charged to the
account for purchase orders that have not yet been invoiced.

e Requisitions — the total amount encumbered through requisitions.
¢ Available Budget — the amount of money available to spend.
e 9 Used - the percent of money that has been spent to-date.

11



[#] G/L ACCOUNT INQUIRY - JCPS {TEST SYSTEM} - 07,/28/2004 =101

File Edt Toals Help
lvx[seanacBix nen HEI =0 2
[rreten: Fund [T . GF Acct [1103-2410-000-10-0659 -3000F
Detai g [T08T07 ] FRINCIFSL  AcctHame [OTHER SUPFLIES & MATERIALS
Months Object [0533 .| OTHERSM  Tupe [Expense =] status [Active =] BudGioup
SeaFind Praject [S00F .| E“I SITE BASED - FLEX SPENDING I Multive Furd
e Current Year | 3 Year Comparison |Hwy |
Y1/Per 2005/01 Fiscal Year 2005 Fiseal Year 2004 Fiscal Year 2006
2¥earAmounts | | pyiiginal Budget I 211200 I 13.791.00 I 00
Trarsfers In I w 3| i<
Transfers Qut I s g5 | [ w &
Fievised Budget | 3361200 [ 13.731.00 | i}
Actual [Meme) I w 3| w5 | W |
Encunbranices I w | w0 & W |
Renuisitions [ o E"l [ o E"l
Aivailable | 3361200 [ 13.431.18 | i}
Percent used [ o | 151 | (]
I Y TP VI
Display detail inFarmation For current account. [
A

The fields for 3 Year Comparison are as follows:

¢ Original Budget — the amount of money that was appropriated to the
account.

e Transfers In — the amount of money that was transferred into the
account.

e Transfers Out — the amount of money that was transferred out of the
account.

e Revised Budget — the original budget plus Transfers—In, minus Transfer—
Out, plus CFwd — Budget (money carried forward from last year’s
purchase orders).

e Actual [Memo] - the total amount of money expensed to the account
(money that has been invoiced by vendors or expensed through vouchers,
etc).

e Encumbrances — the amount of money that has been charged to the
account for purchase orders that have not yet been invoiced.

e Requisitions — the amount of money that has been encumbered through
requisitions (requisitions that are not yet purchase orders).

e Available — the amount of money available to spend.
e Percent used — the percent of money that has been spent to-date.

12



[l G/L ACCOUNT INQUIRY - JCPS {TEST SYSTEM} - 07/26/2004 =10
File Edit Took Help

jvx|seeaacs Bl ReDEEISs][D 4
—Aaction

Fud [T ] GF Acct [1-1052410-000-10-0695 -S00F
Detal Og  [T081077 ] PRINCIPAL  AcetName [OTHER SUFFLIES & MATERIALS
Months Object [0635 ] OTHERSM  Type [Expenze =] staus [Acive -] @ BudGroup
Seq Find Project [B00<F .| EI SITE BASED - FLEX SPENDING I ultivs Fund
o CurentYear | 3Vear Comparisan | Histary |

2002 2003 2004 2005

2Yearhmounts ||| grgpug | o0 | o | 13731.00 | 211200

Few Bud | oo | 2.148.00 | 1375100 | 33612.00

Actual | oo | 7RE0 | 23982 | o

Act/Bud % [ [} [ 366 [ 151 [ o

Incep Original Budget [ w

Incep Revised Budget [ w

Incen &ctivity Ta Date [ w

Uneneumbered Bakance [ w

Y e TP

Display detailinformation For current account.

IGVR

The fields for History are as follows:

e Orig Bud - the amount of money that was appropriated to the account.

e Rev Bud - the original budget plus Transfers—In, minus Transfer— Out,
plus CFwd — Budget (money carried forward from last year’s purchase
orders).

e Actual — the most current balance of the account.
e Act/Bud % - the percent of money that was spent.

e Incep Original Budget — used for multiyear accounts to represent the
original multiyear budget.

¢ Incep Revised Budget — for multiyear funds, the multiyear budget as
revised.

e Incep Activity To Date — for multiyear funds, the inception to start of
year balance, plus the actual balance in the account, plus the amount in
the encumbrance balance.

e Unencumbered Balance — the "Inception Revised Budget" less the
"Inception Activity To Date".

13



Description of GL Account Inquiry Buttons

—Achion

Seq Find

Totals

2 Year dmounts

Detail — View all transaction details for the displayed account.
Months — View current year monthly amounts for the found set
of records.

Seg Find - Find accounts by entering account segments, such
as the Unit number or Fund source.

Totals — View totals for the found set of accounts.
2 Year Amounts — Biennial Budget sites only.

14



Viewing Account Details

1. When the account you wish to view is displayed on the screen, click the
3 Year Comparison tab.

2. Click the Folder icon next to a field to view transaction details for that
field or click the Detail button to view all transactions for the account by
a date range.

[#] G/L ACCOUNT INQUIRY - JCPS {TEST SYSTEM} - 07/28/2004 =lOlx|
File Edit Tools Help
|vx s ezuaEBl % ReREEI G| @ 4
Click the Detail | | &F Acet [T -109-2410-000-10-05100 -300<F
button to view ;. Detal Org  [Tosoer ] PRINCIPAL  AcctName [GEMERAL SUPPLIES-OFFICE SUPPLY
a" tl’anSﬁCtiOﬂS Months Object [06100 ...| OFFICE SUP Tupe IExpense LI Statug IActwe LI = Bud Group
. ) Project [S004F | [2%| SITE BASED - FLEX SPEMDING I | Rl Fund
for this account __soofnd_| [=] -
based on the ;I Curent Year ‘ 3 Year Comparison I Histary I Cllck a Folder‘
Totals . -
date criteria that Ye/Per 2005/01 Fiscal Year 2005 Fiscal Year 2004 Fiscal Year 2006 icon to view
2'Vear Amounts| || pyigingl Budget [ 560000 [ B.000.00 I 00 transaction
you enter. Transfers In | =N ZD,W = details for a
Transfers Out =] Ao = e e
| [=T]] specific field.
Fievised Budget | 1980278 | 26.153.00 | ]
Actual [Mema)] | = a5 = | 0o =
Encumbrances | 1419778 =2 0| moE
Requisitions [T = I (="
Aailable | 5,505.00 | 16.748.49 [ ]
Percent used 71.70 I 40.52 .o
4 | 4 152 of 439 » | M| 4 §|
Display detail information For current account. W
v

3. If you click the Detail button the following screen is displayed.

] Journal Selection Criteria 1ol x|

Fil= Edit Tools Help

vXseauaERFXx RaE@i>

‘ear/Period I | l_ to l_

Date range [01/01,/1380 i to [03/26/2004 pig

Source Journal I LI
Reference 1 l—

Reference 2 l—

Reference 3 l—
Reference 4 l—

nter a journal year or leave blank for all,

MR
2

4. Enter a journal year or date range to search (leave blank for all); then
click the green check mark or press ENTER to view the transactions.

15



If transactions are found, the following screen is displayed. Click on a column

heading to sort by the
column. Right-click to
show or hide the column

To print the list of transactions,
click the Printer icon.

f] Account Detail =10 x|
ile Edit Tools Help
) vxlimaaasBlxREREBICo[@ - | Jv

To VIeW R j— rR/Per Eff Dt Sz | PO/Ref2 Reference | Amount Check # Wendor Cammet o

additional details Detal 2005/01 5 PO ENT/PRF 195,00 ELL IN 5 WHEELER ELEMENTS
. 200501 O7/20/04  POL 33250 CHECK 266 GREEN.JOHN R COMPANY WHEELER ELEMENT

on a transaction, Journal 20051 OF/20/04  POL 33250 CHECK 620 GREEN JOHN R COMPANY WHEELER ELEMENTZ
select the line; 20051 OF/20/04  POL 33250 CHECK 620 GREEM.JOHN R COMPANY WHEELER ELEMENTZ
. 205/ OF/20/04  POL 33250 CHECK 620 GREEM .JOHN R COMPANY \WHEELER ELEMENTZ
then click the 2005/01 0720004 POL 33250 CHECK 620 GREEM JOHN R COMPANY WHEELER ELEMENT/
Detail button. 005/1  OF/20/04  POL 33250 CHECK 22 GREEM.JOHN R COMPANY WHEELER ELEMENTZ
005/ O7/20/04  POL 33250 CHECK am GREEN JOHN R COMPANY WHEELER ELEMENTZ
005/ O7/20/04  POL 33250 CHECK 1775 GREEN JOHN R COMPANY WHEELER ELEMENTZ
20050 07204 POL 33250 CHECK 16.27 GREEM JOHN R COMPANY WHEELER ELEMENTE
2051 OF/20/04  POL 33250 CHECK 266 GREEN JOHN R COMPANY WHEELER ELEMENTZ
2051 OF/20/04  POL 33250 CHECK ne7 GREEN JOHN R COMPANY WHEELER ELEMENTZ
200541 OF/20/04  POL 33250 CHECK 11.83 GREEN JOHN R COMPANY WHEELER ELEMENTZ
20051 OF/20/04  POL 33250 CHECK 872 GREENJOHN R COMPANY WHEELER ELEMENTZ
20051 OF/20/04  POL 33250 CHECK 893 GREEN JOHN R COMPANY WHEELER ELEMENTZ
205/ OF/20/04  POL 33250 CHECK 369 GREEM.JOHN R COMPANY \WHEELER ELEMENTZ
205/ OF/20/04  POL 33250 CHECK 28,65 GREEM .JOHN R COMPANY \WHEELER ELEMENTZ
205/ OF/20/04  POL 33250 CHECK 443 GREEM.JOHN R COMPANY \WHEELER ELEMENTZ
005/ O7/20/04  POL 33250 CHECK 369 GREEN JOHN R COMPANY WHEELER ELEMENTE
005/ O7/20/04  POL 33250 CHECK 436 GREEN JOHN R COMPANY WHEELER ELEMENTZ
00850 07204 POL 23250 CHECK 1849 GREEN JOHN R COMPANY WHEELER ELEMENTE

UFIFE)FH nz.:oan:Mn4 (=1l 2I0EN CHE K 114 GREEM INHM B COkPALY WHEFLER FL foMﬂLI
IRy

N

5. To view additional details on a transaction, click on the transaction line;
then click the Detail button.

6. To print the detail screen, press CTRL-P or choose Output from the File
menu. The following screen is displayed.

Journal Detail

@ Feport Format:

Detail |

7. Select the report format by clicking Summary or Detail. The following
screen is displayed.
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|

— Printer

Nare: | ~ |  Propeiies |
Statuz:

1D

—Report Title

IG.I"L.-’-‘«EEDUNT IMGQUIRY

— Options Copies
I~ Piint to File | |

[~ Landscape

RIS

w OK |x Carcel |@ Dizplay | Local Print |

8. Click Display to preview the report or click Local Print to send the
report to your default Windows printer.

Click the Close box when you are
finished displaying the report.

=
-
09/30/2004 ICPS {TEST SYSTEM} - 07/28/2004 PACE 1
13:49:22 G/L ACCOUNT DETATL glacting
Org: 1091077 Object: 06100 Project: 900X
GENERAL SUPPLIES-OFFICE SUPPLY
YEAR PER JOURNAL EFF DATE SRC T REFERENCE AMOUNT P CHECK NO VARRANT VDR NAME,ITEM DESC COMMENTS
2005 01 005063 07/27/2004 POE 4 PO ENT/PRF 195.00 N EELL INDUSTRIES VHEELER ELEMENTARY S
2005 01 004079 07/20/2004 POL 4 CHECK 1843 1 GREEN JOHN R COMPANY WHEELER ELEMENTARY &
2005 01 004079 07/20/2004 POL 4 CHECK 4.36 § GREEN JOMH B COMPANY VHEELER ELEMENTARY & n
2005 01 004073 07/20/2004 POL 4 CHECK 383 1 GREEN JOMN R COMPANY WHEELER ELEMENTARY &
2005 01 004073 07/20/2004 POL 4 CHECK 4.43 1 GREEN JOHN R COMPANY WHEELER ELEMENTARY & *
2005 01 004079 07/20/2004 POL 4 CHECK 2.89 N GREEN JOHN R COMPANY VHEELER ELEMENTARY S
2005 01 004073 07/20/2004 POL 4 CHECK z.86 W GREEN JOMN R COMPANY WHEELER ELEMENTARY &
2005 01 004079 07/20/2004 POL 4 CHECK 8.7z ¥ GREEN JOMH B COMPANY VHEELER ELEMENTARY &
2005 01 004078 07/Z0/Z004 POL 4 CHECK 8.93 1 GREEN JOHN R COMPANY WHEELER ELEMENTARY S
2005 01 004073 07/20/2004 POL 4 CHECK 11.83 1 GREEN JOHN R COMPANY WHEELER ELEMENTARY &
2005 01 004079 07/20/2004 POL 4 CHECK . JEN I COMPANY VHEELER ELEMENTALY &
2005 01 004075 07/ x  Click the arrows to move to the = = compan WHEELER ELEMENTAEY §
2005 01 004079 004 POL 4 CHECK . . JHN B COMPANY VHEELER ELEMENTARY &
2005 01 Do4078 ror 4 cmmce TIFSE page, previous page, next i n comeare WHEELER ELEMENTARY S |
2005 01 004073 POL 4 CHECK JEN R COMPANY WHEELER ELEMENTARY &
2005 01 004079 row 4 cuece  PAge, Or last page or enter a JHN B COMPANY VHEELER ELEMENTARY &
2005 01 00407 POL 4 CHECK H JEN R COMPANY WHEELER ELEMENTARY &
2005 01 00407 por 4 o PAQE number and click Go. JHN B COMPANY VHEELER ELEMENTARY &
2005 01 00403 07/20/2004 4 CHECK — wrssn oUHH B COMPANY VHEELER ELEMENTARY S
z005 01 07/20/2004 4 CHECR 6.20 1 GREEN JOHN R COMPANY WHEELER ELEMENTARY &
2005 01 07/20/2004 4 CHECK 20.85 ¥ GREEN JOMH B COMPANY VHEELER ELEMENTARY &
z005 01 07/20/2004 4 CHECK 0.88 1 GREEN JOMN R COMPANY WHEELER ELEMENTARY &
2005 01 04073 07/20/2004 POL\4 CHECK 665 1 GREEN JOHN R COMPANY WHEELER ELEMENTARY &
2005 01 foD4079 07/20/2004 POL Y CHECK 8.87 N GREEN JOHN R COMPANY VHEELER ELEMENTARY S
z005 004073 07/20/2004 POL 4\CHECK 358 1 GREEN JOHN R COMPANY WHEELER ELEMENTARY &
2005 004075 07/20/2004 POL 4 \HECK 9.50 N GREEN JOMH B COMPANY VHEELER ELEMENTARY &
z005 004075 07/20/2004 POL 4 CYECK 383 1 GREEN JOMN R COMPANY WHEELER ELEMENTARY &
z005 004073 07/20/2004 POL 4 363 1 GREEN JOHN R COMPANY WHEELER ELEMENTARY &
z005 004079 0772072004 POL 4 517 N GREEN JOHN R COMPANY VHEELER ELEMENTARY S
200 07/20/2004 4 361 1 GREEN JOMN R COMPANY WHEELER ELEMENTARY & __I:J
< >

Page 1 of 1+

LI Bl GDTDPagel—EiI

Detailed Report Displayed to Screen
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Printing G/L Accounts

You can print a report for a single G/L account or you can print a list of the
found set of accounts.

Printing a Single G/L Account

1. When the account you wish to view is displayed on the screen, press
CTRL-P to print or choose Output from the File menu.

The following screen will be displayed:

Print ks

—Printer

Name: [ ~|  Fropsiies |
Statuz:

1D

—Report Title

IG;"L ACCOUMNT - MASTER IMNGQUIRY

[~ Pintto File | [ 1 ll il

w OK |x Cancel ||:& Dizplay | Local Print |

— O ptionz ’—Eupiea

2. To change the report title, click in the Report Title field; delete the title
that is displayed and type a new title.

03/20/2004 JCPE [TEET SYETEM) - 07/22/2004 PAGE 1

. . . 14:04:34 G/L ACCOTNT - MASTER INQUIRY glacting
3. Click Display to preview the
. . Org code: 1031077  PRINCIPAL'S OFFICE Type: E
report Or CIICk Local Prlnt to Object code: 06100 CENEDAL SUPPLIES-OFFICE SUPPLY Status: A
Project code: 300XF SITE BASED - FLEX SPENDING Budgetary: Y
send the report to your default o S —
. . Unit 103  WHEELER ELEMENTARY SCHOOL
W d t Funct z4lo  PRINCIPAL'S OFFICE
INAOWS prln er. p‘::;r::n 000 WO SPECIFIC PROGEAM
Inst Lewel 10 ELEMENTARY
obdect 06100 GENERAL SUPPLIES-OFFICE SUPFLY
Project 900XF SITE BASED - FLEX SPENDING
Full description: GENERAL SUPPLIES-OFFICE SUPPLY  Short desc: OFFICE SUF
Reference Acct: Auto-encumber? [Y/H] N

PER ACTUAL ENCUMERANCE BUL» TRANEFER BULGET

. . on .on 14 002 78 .on - 00
Single G/L Account Displayed to Screen oL
0z .00 .00 .00 1,E72.3¢6

03 .00 .oo .00 1,573.596

04 .00 -0o .00 1,E72.5¢

o5 .on - 00 .on 1,873 36

o0& .00 .oo .00 1,E72.5¢

a7z .00 .00 .00 1,E72.3¢6

o .00 .oo .00 1,573.596

o= .00 -0o .00 1,E72.5¢

1n .on - 00 .on 1,873 36

11 .00 -0o .00 1,E72.5¢

1z .00 .00 .00 1,E72.3¢6

13 .00 .oo .00 .oo

Tot: .00 l4, 00z 72 12,087,852 lgz, 882752



Printing a List of G/L Accounts

1.

Follow the steps in this booklet under G/L Account Inquiry to find the
accounts you wish to print. When the accounts are displayed on the G/L
Inquiry screen, use the Browse tool in the toolbar or press CTRL-B to
view the records in a list.

Optional:

'
Search/Filter

{ﬂl%@“uam* Tbject = [Fewrter =] o | « | b |

Record [Filtered)
’7 1442

Use the Filter tool at the bottom of the Browse screen to display and print only
selected accounts.

When the list of accounts you wish to print is displayed on the screen,
press CTRL-P or choose Output from the File menu to print the records
in a list format.

The following screen will be displayed:

ferine 2

—Frinter

Neme: [ |  Propsiis |

| Status:
10

—Report Title
|| |G/LACCOUNT INGUIRY

; — O ption Copies

T PinttoFie | P 1 llil

[~ Landscape

W ak |x Cancel ||ﬁ Dizplay | Local Print |

To change the report title, click in the Report Title field, delete the title
that is displayed and type a new title.

Click Display to preview the report or click Local Print to send the
report to your default Windows printer.
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Click the Close box when you are

finished displaying the report.

k|
=

03/20/2004 JCPE {TEST SYSTEM} - 0772872004
14:0%8:03 G/L ACCOUMT THNQUIRY
Org Object Proje Description Rev Budget Actual /Encunb Available Pot JUL Rev
1021003 013029 200XF CLASSTFIED INSTR ASST/PT o o o ]
1091003 0140  900XF CLASSIFIED OVERTIME SALARY i i i i
1021002 015021 J00KXF CLASESIFIED EUBETITUTE-ASSISTNT o o o L
1091003 0211 Q00XF GROUP INSTTRANCE EXPENSE o o o ]
1091003 0213  900XF GROUP LIAEILITY INSURANCE i i i i
1021002 0Z1& A00XF DISABILITY INSURANCE o o o 4
1091003 0221 Q00XF EMPLOTER FICA CONTRIEUTION o o o ]
1091002 0DZ2E S00XF EMPLOYELR MEDICARE CONIRIBUTION o o o L
1021002 0232 S00XF CERS EMPLOYER CONTRIEUTION o o o 4
1091003 0253  S00XF KSBA UNEMPLOYMENT INSURANCE i i i i
1021002  0Ze0 S00XF WORKERE COMPENEATION o o o L
1021003  0&10 Q00XF GENERAL STPPLIES 1,100 o 1,100 o 321
1091003 0610L 900XF GEN SUPPLIES-LIERARY SUPPLIES i i i i
1091002 0e42 S00XF SUPPLEMENTARY BEE/ETUDY CUIDEE o o o L
1021003 0&39 Q00XF OTHER SUPPLIES & MATERTALS o o o ]
1091003 0733 S00XF FURNITURE AND FIXKTURES - NEW 3,000 i 3,000 i z50_|
1021002 0736 S00XF OTHER INSTRUCTIONAL EQUIPMENT o o o L8
1091022 0&75 Q00KF ORGAMIZTN SUPPLIES (ACTIVITT) 4 EL5 o 4 815 o 37¢
1091022 0140 S00XF CLASSIFIED OVERTIME SALARY o o o L8
1021022 0Z11 S00XF CROUP INSUDANCE EXPENSE o o o L8
1091023 0213  900XF GROUP LIAEILITY INSURANCE i i i C
1091022 D0Z1& S00XF DISABILITY INSURANCE o o o L8
1091023 0ZZ1 Q00XF EMPLOTER FICA CONTRIEUTION o o o (8
1091023 0222  900XF EMPLOYER MEDICARE CONTRIEUTION i i i 0
1091022 0Z3E S00XF CERE EMPLOYER CONTRIEUTION o o o L8
1091023 0253 Q00XF ESBA TNEMPLOTMENT INSURANCE o o o (8
1091023 0260  900XF WORKERS COMPENSATION i i i C
1021021 011042 200XF CERTIFIED SALARY-COUNZSELOR P/T o o o L8
1021031 0211 Q00XF GROUP INSTTRANCE EXPENSE o o o (8
1091021 0212 S00XF CROUP LIABILITY INSURANCE o o o L8
1021021 0Z1¢& A00XF DISABILITY INSURANCE o o o L8
1091031 0221  900XF EMPLOYER FICA CONTRIBUTION i i i

<
ll;“ Fage L of 1+ LI ¥l GnTnPagEl—Dﬂl

List of G/L Accounts D
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Budget Transfers

1. Click the plus sign [+] on the left side of the screen next to
DEPARTMENTAL FUNCTIONS to view the menu. The menu may
look different depending on your permissions.

Murniz Application Menu
Spstem
-- Favorites
[=-DEPSATMENTAL FUNCTIONS
[ﬂA G/L Account Inguirg
B, TD Budget Report
- . Wendor Inquiry/Reports
D. Purchage Order Inquire
E. Employes Inguiry
- F. Mext Year Budget Entry
- (6. Feguisition Entry
#eH. Budget Transfers and Amendments
- | Flequisition Appravals
- J. Commodity Code F/M
K. PO Receiving File Maintenance
L. Position Control F/M
M. Time and Attendance Entry
- M. Payroll Exceptions F/t
- (. Payroll Wendor F/M

- @ Hep

2. Double-click Budget Transfers and Amendments. The following

screen is displayed.

Eile Edit Tools Help

[f] BUDGET AMENDMENT ENTRY - JCPS {TEST SYSTEM} -

=10/

B X R&HE K0 >

—action CLERE:

Releaze |
Dutput-Post |
Lines |
Approvers |

I_
I_

I—
Joumal reference 1 I

Joumal reference 2 I
I M.a

-
-

Amendment status I

Fiszal pear
Period

Joumal

Short dezcription
Effective date
Budget vear code
Entity code

Amendment type

DefinefSearch for existing journal,

VR
Z

**Important**

Text entered in MUNIS is
case-sensitive. Make sure your
CAprs Lock key is on before

typing.

The Fiscal year, Period and Journal fields will be

completed automatical

4. Type your initials in the Journal reference 1 field.
Press TAB to move to Short description. Type the word, TRANSFER.

Press CTRL-A or click the Add tool on the toolbar.

ly.
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6. Click the green check mark or press the ENTER key to display the
following screen.

=
Enter the ORG, g R Labels for the
OBJECT, and Ivx[soa=a=R0 x[GEREEIG=[@ 4 fields are
PROJECT for el listed here.
the account in M IVJD ral 2005/01 5150 Refpat  Desc TRANSFER Elrmwyz@ﬁﬂ
the first three 7JL0:m§$DHG OBJECT PHDJEET‘ -l
fields. Or click ESERII
the ellipsis | i =
button(s) to view |
the account :
codes. Eff date 09/28/2004 A W [ Amaunt | m
I | el | el | s | I
|
|
|
Eff dete g | w [ Amount |
= Addl Desclintionl LI
—Joumnal Total
Increase
Deciease
Enter the org code or ESC to Exit/Cancel ove
A

Enter the ORG, OBJECT, and PROJECT for the account you are
transferring funds FROM. If necessary, press TAB to view the account
name. The following dialog box is displayed.

@ Diizplay account's budget:

Armounts | Tranzaction Histary

8. Click None to cancel the dialog box.
9. Enter a short description, such as TRANSFER TO OFFICE

10.

SUPPLIES in the Description field (Note: Limit 30 characters).

Press TAB until you are in the I/D field. Enter the letter D to indicate that
you are decreasing this account. Do NOT press TAB at this point.
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11.

12.

13.

14,

15.
16.

17.

18.

19.

20.

Enter the amount you are transferring out of this account. Do NOT enter
a dollar sign (3).

Note: You can transfer any amount, as long as it does not cause the account to be
overdrawn. You can transfer whole or decimal amounts. If the amount is a
whole number, you do not need to type the decimal and cents.

Press TAB. Another line will appear with the ORG, OBJECT, and
PROJECT numbers duplicated from the previous entry.

Overstrike the numbers with the ORG, OBJECT, and PROJECT
numbers of the account you are transferring funds TO.

Press TAB to view the account name. The following dialog box is
displayed.

bgamdent

@ Dizplay account's budget:

Amounts | Tranzaction History

Click None to cancel the dialog box.

Enter a short description, such as TRANSFER FROM TRAVEL in the
Description field (Note: Limit 30 characters).

Press TAB until you are in the I/D field. Enter the letter | to indicate that
you are increasing this account.

Enter the amount that you are transferring into this account. Do NOT
enter a dollar sign ($).

Press TAB. Another line will appear with the ORG, OBJECT, and
PROJECT numbers duplicated from the previous entry.

Continue in this manner to complete each line of the transfer. You may
transfer funds from several accounts into one account or funds from one
account into several accounts. You also can make more than one set of
transfers in the journal.

The dollar amount for the D lines (Decreases) must exactly match the
dollar amounts for the I lines (Increases).
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21. Verify that the transfer is correct; then click the green check mark or
press the ENTER key.

Note: If you find a mistake on the transfer after clicking the green check mark or
pressing enter, press CTRL-U for Update or click the Update tool to make a
change to the transfer. After making the change, click the green check mark
or press ENTER to continue.

22. When you have successfully completed the transfer, choose Exit from
the File menu to leave the screen.

23. Click the Release button.

24. When the Amendment status field changes to Approved, click the

Output-Post button to print and post the transfers to the General Ledger.
The following screen is displayed.

[¥] BUDGET AMENDMENT ENTRY - JCPS {TEST SYSTEM} =10l x|

File Edit Tools Help

[wx]s mm=n

—hctian

BaEBY X [BaB[EBE0 >
CLERK. train01

Define Fiszal year 2005
Felease Perind I 0 JuL
Journal 5151 ——
. Amendment

Dutput-F

nal reference 1 IF'AT .
hal reference 2 I— Status fleld

it description ITHANSFEH needs to Say

The cunent jounal only

Lines All your approved jounals

All approved journals
Aparay.

ective date Im
Budget vear code I'\_ App roved
Entity code |1_ befO re
Amendment tpe F Conti nu i ng .

Amendment status IAppmvEd

Wiew approwval activity.

VR
=

25. Click The current journal only. The Print dialog box will be displayed.

feine x
—Printer
Name: [ ~|  Fropeties |
Status:
1D:
— O ptior Copi
I~ Fiintto File | [ 1 fl + |
I~ Landscape
w Ok |x Cancel | Lacal Print |

26. Click Local Print to print this transaction. After the transaction is
printed, verify that the transfers are correct.
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27. The following message is displayed.

bgamdent
Ma errors detected.
Pazt Journal ?

28. If the printed copy is correct, click Yes to post the Journal. If you click
Yes to post Journal, a message box with Journal(s) updated appears.
Click OK.

If you find a mistake on the printed copy, click No to cancel. Do not post
the Journal until you are certain that the transfers are accurate. You
cannot make changes after the Journal is posted.

29. When finished, choose Exit from the File menu or click the Close box
() at the top right corner of the window to exit

**IMPORTANT**

You must get the message, No errors detected. Post Journal? If the message did
not prompt you to Post Journal, the transfers were entered, but the Journal was not
posted. This is usually caused by a permission problem. If you do not get the exact
message above, contact the Response Center at 3552.

If you need to leave the Budget Transfers and Amendments screen before the
Journal is posted, you can post the Journal at a later time. To locate your Journal,
open the Budget Transfers and Amendments screen. Press CTRL-B or click the
Browse tool. Double-click on the journal you wish to retrieve. When you are ready
to post the journal, click the Output-Post button.
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Printing the Cost Detail Report

The Cost Detail Report lists all account codes and each item of activity that
occurred in these account codes.

1. Click the plus symbol [+] on the left side of the screen next to
DEPARTMENTAL FUNCTIONS to view the menu. The menu may

look different depending on

your permissions.

[ﬂMunis Main Menu ¥1.28 - JCPS {T

Muniz Application Menu

-- Syztem

-- - rFavortes

B DEP&RTMENTAL FUNCTIONS
[_H],f—'« G/L Account Inguiry
et (T Budget Report
- 2. Purchase Order [nguiny

- 0. Employes Inguiry

- E. Mest Vear Budget Entry

- F. Requizition Entry

- . Budget Transfers and Amendme
- H. Requizsition Approvals

- |, Commodity Code At

-J. PO Receiving File Maintenance
- . Time and Attendance Entry

L. MTD Project Budget Report

[]--EEHBID
2. Double-click the item YTD Budget Report. The following screen is
displayed.
=]
File Edit Tools Help
X sE@=nHE R X>»
—dction
Org I I

Beport Dptiansl

Object I I
Froject I e I
Faollup I

Account bype I vl
Account status I > I

Find records using the seg-account method,

£,
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3. Click the Seg-Find button. The following screen is displayed.

Enter a 1 for
General Fund
in the Fund
field.

File Edit Tools Help

=101=

PEIE tﬁazﬂ\m\sg[px[//—

—%

|Enter Fund code

OYR
e

4. Type a 1 for General Fund in the Fund field.

Enter the unit number.
This is your location
number if you are from
a school.

Choose Expense from
the drop-down list for
Account type field.

5. Press TAB and type your unit number in the Unit field. If you are from
a school, your unit number is the school location number.

6. Click the drop-down arrow next to the Account type field. Choose

EXxpense.

7. Click the green check mark or press the ENTER key.

Wait while the accounts are searched. When the hourglass disappears, the
number of accounts found will be displayed at the bottom of the screen.

8. Click the Report Options button.

9. Complete the Report Options screen as shown on the next page.
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Suggested title
can be changed.
For example your
cost center’s
name or the
recipient’s name
could be used
along with the
descriptive title.

[f] REPORT DPTIONS

Eile Edit Tools Help

=0l

vx|seasnsE B0 % ReEFXEi8s]|@ 2|

Field & Tatal

Sequence 1 |09-0rg hd v
Sequence 2 |11 - Object - r

Page
Break
F

Report title |CDST DETAIL REFORT

|WHEELEF| ELEM - SEFTEMBER 2004

Print Options IAddltlnnalehnns I

Suppress zero bal accts [

Print full GL account u Incl inception to say [~
Farmat type Standard format - Roll projects to ohjsct [
Double space o Carry forward

Enter the
Include only accounts that used I_D % or greater of budget / Yeal’/PeriOd
through which
Tatals only I “rear/period IW / |_3 the I’epor'[
Account description m Print MTD version [

should be run.
July is month
1. August is
month 2, etc.

Please select a carry-forward method,

E

10. Click the Additional Options tab. Complete this screen as shown below.

The From yr/per
should be period 1
for the current
fiscal year. The To
yr/per should be
the current
reporting period.

[f] REPORT DPTIONS

File Edit Tools Help

=181x]

vx|smean=Bh % RERERIO= B =]

Field #
quence 1 Im v
Sefuence 2 Im r
Seqience 3 Iﬁ [m
Sequince 4 Iﬁ -

Total

Page
Break

It

r
-
r

Repart tKlz IEDST DETAIL REPORT

|WHEELEF| ELEM - SEFTEMBER 2004

Frint Option; | Additional O ptioks

Include requiktion amaunts

Print Revenugk-Yersion headings
Prirt reverue a3 credit

Print revenue budgets as zero
Include fund balange
Sort/tatal budget roflup

Print journal detail

From préper I 2005 |_1
To  w/per I 2005

U i i i i

Select Print
journal detail;
then press the
TAB key to enter

Include budget entries ml
Include encumb/liq entries ml
Sart option W
Detail farmat option IW
Include additional JE comments [v

<

the year and
period below.

Ending journal entry period of detail to include.

DVR
4

11. When you have finished making changes to the report options, click the
green check mark or press the ENTER key.
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12.

13.
14.

Choose Exit from the File menu or click the Close box () at the top
right corner of the window to exit.

Note: The report options you selected will hold for future reports.

Press CTRL-P or choose Output from the File menu.

When the Print screen is displayed, click Display to preview the report or
click Local Print to send the report to your default Windows printer.

COT— #

— Printer

Neme: | ~|  Fropaties |

Shatug:
10

— Option Copi

I~ Fiint to Fie | P 1 ll LI

[~ Landscape

w0k |x Cancel ||ﬁ Dizplay | Lacal Print |
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Printing the Expenditure Report

The Expenditure Report lists each account code and the year-to-date
balances. This report does not include the lengthy details printed in the Cost
Detail Report.

1. Click the plus symbol [+] on the left side of the screen next to
DEPARTMENTAL FUNCTIONS to view the menu.

[£]Munis Main Menu ¥1.28 - JCPS {T

Muniz Application Menu
-- System
-- - 7Favorites
- DEPARTMENTAL FUMCTIONS
|ﬂ,.ﬂ‘« G/L Account Inguiny
BE 7TD Budget Report
- C. Purchase Order [nguiny
- 0. Employee [nguiry
- E. Mext Vear Budget Entry
- F. Flequisition Entry
- 3. Budget Transfers and Armendrme
- H. Requizition Approvals
- |. Commodity Code F/M
). PO Recerving File Maintenance
- k. Time and Attendance Entry

L. MTD Project Budget Report

& (2} Help

2. Double-click the item YTD Budget Report. The following screen is
displayed.

[f] ¥TD BUDGET REPORT - JCPS {TEST Ol

File Edit Tools Help

x| s=EaAERBLY X
—&ctian
Beport Elptinnsl Ll I j

Prniectl I

Rallup I

Account tupe I x I

Account status I ¥ I
Find records using the seg-account method, R

v
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3. Click the Seg-Find button. The following screen is displayed.

Enter a 1 for
General Fund
in the Fund
field.

File Edit Tools Help

=101=

PEIE tﬁazﬂ\m\sg[px[//—

—%

|Enter Fund code

OYR
e

4. Type a 1 for General Fund in the Fund field.

Enter the unit number.
This is your location
number if you are from
a school.

Choose Expense from
the drop-down list for
Account type field.

5. Press TAB and type your unit number in the Unit field. If you are from
a school, your unit number is the school location number.

6. Click the drop-down arrow next to the Account type field. Choose

EXxpense.

7. Click the green check mark or press the ENTER key.

Wait while the accounts are searched. When the hourglass disappears, the
number of accounts found will be displayed at the bottom of the screen.

8. Click the Report Options button.

9. Complete the Report Options screen as shown on the next page.
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TEST SYSTEM} - 07/28/2004 - sstantol - 09/28,/2004 - [REPDRT OPTIONS] -8 x|

=8 x|
File Edit Tools Help
wx|sea=asB0 x|[REE[EEI8n|E 4|
Page
) Field & Total Break
Suggested tltle equence 1 |09-Org - v v
can be changed. Seddegee2 [11-Obect =] I r
For example, your - r
cost center’s Sequence 4 r r
name or the
.. y Report title: IEXF‘ENDITUF\E REPORT
recipient’s name
IWHEELEF\ ELEM - NOWEMBER 2004
could be used
along with the Print Options I Additional Dptions |
descriptive title. Enter the
Include only accounts that used I—D # or greater of budget / Yearlperlod.
through which
Totals anly Wi Year/period 2008 4 |_5 the report
Account description Full hd Print MTD wersion [ Should be run.
Print full GL account r Incl inception to soy [~ \]Uly is month
Farmat type Standard format - Roll projects to ohject [~ 1 AugUSt |S
Double space o Carry forward Totals [GAAR] - |
Suppress zero bal accts [ month 2' EtC'

10. When you have finished making changes to the report options, click the
green check mark or press the ENTER key.

11. Choose Exit from the File menu or click the Close box ([X]) at the top
right corner of the window to exit.

Note: The report options you selected will hold for future reports.

12. Press CTRL-P or choose Output from the File menu.

13. When the Print screen is displayed, click Display to preview the report or
click Local Print to send the report to your default Windows printer.

OO 7
— Printer
Mame: lﬁ Properties |
Status:
10
— O ption Copie:
I~ Pintto Fie | [ 1 ll il
[~ Landscape

W 0k |x Cancel ||ﬁ Drizplay | Local Print |
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Printing the Ending Balance Report

This is a shorter version of the Expenditure Report. It lists each account with
the year-to-date expended and the available budget.

1. Click the plus symbol [+] on the left side of the screen next to
DEPARTMENTAL FUNCTIONS to view the menu. The menu may
look different depending on your permissions.

[£]Munis Main Menu ¥1.28 - JCPS {T

Muniz Application Menu
-- System
-- - 7Favorites
- DEPARTMENTAL FUMCTIONS
|ﬂ,.ﬂ‘« G/L Account Inguiny
BE 7TD Budget Report
- C. Purchase Order [nguiny
- 0. Employee [nguiry
- E. Mext Vear Budget Entry
- F. Flequisition Entry
- 3. Budget Transfers and Armendrme
- H. Requizition Approvals
- |. Commodity Code F/M
). PO Recerving File Maintenance
- k. Time and Attendance Entry

L. MTD Project Budget Report

& (2} Help

2. Double-click the item YTD Budget Report. The following screen is
displayed.

[f] ¥TD BUDGET REPORT - JCPS {TEST Ol

File Edit Tools Help

[ % | % B2 @ =1 84

—dction

D’}{»

Org I I

Beport Elptinnsl Ll I j
Project I I

Rallup I

Account tupe I VI
Account statuz I - I

Find records using the seg-account method, R
v
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3. Click the Seg-Find button. The following screen is displayed.

Enter a 1 for
General Fund
in the Fund
field.

File Edit Tools Help

=101=

PEIE tﬁazﬂ\m\sg[px[//—

—%

|Enter Fund code

OYR
e

4. Type a 1 for General Fund in the Fund field.

Enter the unit number.
This is your location
number if you are from
a school.

Choose Expense from
the drop-down list for
Account type field.

5. Press TAB and type your unit number in the Unit field. If you are from
a school, your unit number is the school location number.

6. Click the drop-down arrow next to the Account type field. Choose

EXxpense.

7. Click the green check mark or press the ENTER key.

Wait while the accounts are searched. When the hourglass disappears, the
number of accounts found will be displayed at the bottom of the screen.

8. Click the Report Options button.

9. Complete the Report Options screen as shown on the next page.
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Suggested title
can be changed.
For example, your
cost center’s
name or the

SYSTEM} - 07,/28/2004 - sstantol - 09/28,/2004 - [REPORT OPTIONS]

File Edit Tools Help

[wr o] % B2 ms ot

B x| reRFEios @

Page
Field # Total Break
Sequence 1 |[TERIIH - r

Sequence 2 'I In Ju
Shquence 3 'I Iu| s
Sequehge 4 'I r In

Repoit title |ENDING BALANCE REPORT

recipient’s name
could be used
along with the
descriptive title.

10.

11.

12.
13.

|WHEELEF| ELEM - MOVEMEER 2004

Print Options IAdditionaIDDtions I

Include only accounts that used

Tatals only r
Account description
Print full GL account r
Format type
Double space r

Suppress zeto bal accts W

IFuII vl
ISlandald format vl

0 % or greater of budget

“fear/period IW 4 |_5
Print MTD wersion [
Incl inception to soy [
Foll projects to object I

Carry Forward

'

ITotaIs [GAAP) -

Field number of this sequence level,

(DR

Enter the
Year/Period
through which
the report
should be run.
July is month
1. August is
month 2, etc.

When you have finished making changes to the report options, click the
green check mark or press the ENTER key.

Choose Exit from the File menu or click the Close box () at the top
right corner of the window to exit.

Note: The report options you selected will hold for future reports.

Press CTRL-P or choose Output from the File menu.

When the Print screen is displayed, click Display to preview the report or
click Local Print to send the report to your default Windows printer.

Print |

— Printer

Neme: | - |  Propsies |

[~ Landscape

Status:
10
— O ption Copie:
[~ PinttoFie | | 1 ’l e |

V 0k |x Cancel ||ﬁ Drizplay | Local Print |
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Printing the MTD Project Budget Report

The MTD Project Budget Report lists month-to-date, quarter-to-date, year-
to-date, project-to-date and amount available for selected project accounts.

1. Click the plus symbol [+] on the left side of the screen next to
DEPARTMENTAL FUNCTIONS to view the menu. The menu may
look different depending on your permissions.

[£]+unis Main Menu v1.28 - ICPS {T

Funiz Application Menu
-- Spatem
-- - rFavortes
- DEFARTMENTAL FUMCTIONS
[ﬂ,h GAL Account [nguiry
- B, v'TD Budget Report
- . Purchase Order Inguiry
-1, Emplopee [nquing
- B, Mest Vear Budget Entry
- F. Requisition Entry
- . Budget Transfers and Amendrne
- H. Reguizition Approvalz
- |, Commodity Code FAd
--J. PO Receiving File Maintenance
- k. Time and Attendance Entry

2. MTD Project Budget Report
f1- (2} Help

2. Double-click the item MTD Project Budget Report. The following
screen is displayed.

[#] PROJECT BUDGET REPORT - JCPS {TEST SYSTEM} - 07/28/2004 ;IQIEI
File Edt Tools Help
jwx[s=maa=EBrxREQEEI B @ 4]
—&ction
Fipt options | Obiject | I
Project | I
LConszolidated | Account type l_
Account status I_
Find recards using the seg-account method. ’;
A




3. Click the Seg-Find button. The following screen is displayed.

Enter a 1 for [#] GL SEGMENT FIND - JCPS {TEST S =10l x|
General Fund File Edit Tools Help .
. =B o Enter the unit number.
If?e}ze Fund [ [ #e @ Na =[x [//’ This is your location
) number if you are from
E“Td g a school.
it
Function
Program
Ent_er the Level
Project Drg | —
number. Object
Project
Account type ;q\
coount status II™——  Choose Expense from
the drop-down list for
Account type field.
|Enter Fund cods W y

4. Type a2 inthe Fund field.

5. Press TAB and type your unit number in the Unit field. If you are from
a school, your unit number is the school location number.

6. Press TAB and type the project number in the Project field.

7. Click the drop-down arrow next to the Account type field. Choose
EXxpense.

8. Click the green check mark or press the ENTER key.

Wait while the accounts are searched. When the hourglass disappears, the
number of accounts found will be displayed at the bottom of the screen.

9. Click the Rpt Options button.

10. Complete the Report Options screen as shown on the next page.
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RI=E
File Edit Tools Help
|wx[smaunsasEBrx [ ceUFEien|@ ~|
Field # Total Page Break File output -
[Tz VoW ‘Year/Period [Tz8 /[ 1
I 2 I v v Print revenue as credit i
[ 9L ¥ (FJull or (S)hart desc [F~
Suggested title | 1 I I~ I~ Frint full GL account -
can be Changed Double space r
' Surarm obijs to position I_B
For example your Pl to ot rict? ~ /— Enterthe
, all ta majar project ¢ el
cost Centter: S Flep;‘ e Pritit journal detai I/ Year/Period
name or the - - H
recipient’s name [PROJECT BUDGET REPORT Year/period | 2005 1 tErough which
ta the report
could be used I od [ BE
along with the Pririt tokals only? v Vear/period 2005 |—1 ShOU!d be run.
d inti titl Include Encumbrances? I Sortby JE #ar PO # IJ_ JUly IS month
escriptive ttle. Usze Inception Budget? Il Dretail format option |_1 1 AUQUSt IS
month 2, etc.
Check to summarize projects to the master project level. ’a
A

11. When you have finished making changes to the report options, click the
green check mark or press the ENTER key.

12. Choose Exit from the File menu or click the Close box ([X]) at the top
right corner of the window to exit.

Note: The report options you selected will hold for future reports.

13. Press CTRL-P or choose Output from the File menu.

14. When the Print screen is displayed, click Display to preview the report or
click Local Print to send the report to your default Windows printer.

prine E
— Printer
M ame: lﬁ Properties |
Status:
10
— Optior Copi
I~ Piintto Fie | P i il LI
[~ Landscape

v 0K |x Cancel ||ﬁ Dizplay | Laocal Print |
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Logging Off MUNIS

Choose Exit from the System menu or click the Close box ([X) at the top

right corner of the MUNIS window. \

T£]Munis Main Menu v1.28 - ICPS {TEST SYSTEM} - 07,/28,/2004 - sstantol - 09,28,2004 — 8] x|

tuniz Application Menu
- Spstem
-*Favuriles
-F\nancials
- PayrallPersonnel
[#-Revenue/Biling
- Other
[=1-Dept
ﬂA G/L Account Inguirg
--B.r'TD Budget Report
- C. “endor Inquing/Reports
- . Purchase Order Inquiry
-E. Emplovee Inguiry
F. Mext rear Budget Entry
-G, Requisition Entry
--H. Budget Transfers and Amer
-1 Requisition Approvals
+-J. Commadity Code F/M
- K. PO Receiving File Maintenar
+-L. Positinn Control F/M
M. Time and Attendance Entry
M. Pagroll Exceptions FA
-0, Paprall Vendor F/M

- [2) Heln

If you need help with the MUNIS System, call the Response Center at 3552.
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