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B All released requisitions must be processed through the Requisition
Approval program before they can be converted to purchase orders.

B MUNISe Workflow — the approval process — automatically routes the
requisition to the appropriate approval levels.

B When you access the program, the program displays all released
requisitions (status 6-Released) with your user ID.

B If there are no requisitions to approve, the program displays the following
message: “There are no requisitions waiting for your approval’.

B If you have an entry in the Over Budget Approver box in Department Code
FM, any requisitions that cause the account to be over budget are flagged so
that only the user ID entered in Over Budget Approver can approve the over
budget requisition.

B Requisitions associated with contracts that have an existing change order
are included in the requisition approval list.

= |f the requisition is rejected, the change order open requisition amount
is updated along with the original contract record.

B “Approved”requisitions create records in an approval table that records the
history of who approved the requisition.

B “Rejected” requisitions can be reopened, modified, and resubmitted.

= The workflow notification includes the name of any person who
rejected the requisition.

B “Held” requisitions keep the requisition open so that it may be considered
at a later date.

B Records can also be viewed in the Purchase Order Audit Report.

Associated notes can be viewed for specific requisitions.
B Associated attachments can be viewed for specific requisitions.
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MY WORK DETAIL ACTIVATION

3 3,
G~ o e SEEE B
File Edit Wiew Favorites Tools HE'P x @ Snagik E =)
. i 1. To activate your "My Work Detail” field, click on the ™ — = »
o Favorites | @ss “User-My Profie” icon. f - B ) @ - Page- Safety v Took - @
[ THIS ACTION WILL SET UP YOUR
'\g' Intranet settings are NOTIFICATION/APPROVAL SCREEN AND WILL ONLY net settings. Click For options. .. »

4 B
Welcome e tyler

Tyler Dashb?

B3| wy profile

6. Click the "Home"
icon to refresh the
page

2. Your Network user ID will

R automatically populate
Application Identity

oy 22— |
== [eemmeees - |

feset Work Flow Password

—
3. To begin - enter "password™ in the Pazsword Field |

Mewr P )
To Reset - click the "Reset Work Flow Password box
j Confirm J To Continue - enter new password in the "New PW™ field |
\T; \ To Confirm - re-enter your new password in the "Confirm” field

S—

Run Tyler Programs As

7 4. DD NOTCHANGE
|® Thin Client Program (GDC) - Power Users |

() Web Version P LM ~
5. Click OK - to save
changss
OK. J
< L
@ & Internet 45 v ®ioow -

B WORKFLOW NOTIFICATION SET-UP - TAB BETWEEN FIELDS

1. Click the User - My Profile icon on the Tyler Dashboard (the “Man” icon)
= This action will set up your notification/approval screens.
= This will only need to be repeated to change your password.

2. Your Network ID will automatically populate

3. Password
= To Begin — enter “password” in the password field
= To Reset — click reset in the “Reset Work Flow Password” box
= To Continue — enter your new password in the “New PW” field
= To Confirm — re-enter your new password in the “Confirm” field

4. Thin Client Program (GDC) — Power Users
= Automatically selected — DO NOT change

5. Click OK - to save change

6. Click the “HOME?” icon to refresh the page and return to the Tyler Dashboard
screen
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MY WORK DETAIL NOTIFICATION SETTINGS

Tyler Dashboard - LyTer =

Set the Auto Update Interval T Bws @
jove ac tins time to update approval A Do Viewer: (D vex Oims
= = notificatons > p— — =

Click to open the My —
Work Detail” settings
screen oo o0

;
| == =
< L 7

are

Edl

Done % J Local intranst o - ) TS -

B Click the Gear/Cog Icon in the “My Work Detail” Group to set your
approval/notification settings.
= This action will set up the intervals for your approval/notification updates.
B Select the amount of time for the system to update your notifications.
B Click Apply.
B Click OK to close the “Auto Update Interval” screen.
= This will only need to be repeated to change your settings.

MY WORK DETAIL APPROVAL NOTIFICATIONS

My Work Detail -

= @

1 Approwal
{1 Mew ) O Motifications O Alerts

** Turn Forwarding ON **

Approvais

Category Total Items

IREquisi‘liDns pending approwals I 1 Ttem

Created DEPT TOTAL AMT WE NDOR. DESC TYPE #Additional Info Wiewer Action Action

orze/2010 "NEW SOS ZS0O0.00 BUSINESS SERWIC TEST AT = P o] Updste 1

£ a ;3 ﬁ- Updated: 9/28/2010 3:24 PM

B Approvers will receive messages in your Workflow Assistant Inbox located on your
dashboard in “My Work Detail”.

» The APPROVALS icon will be highlighted indicating that there are
requisitions in your queue that require your attention and if there has been
a change to a Requisition and your approval is needed.

= The NOTIFICATIONS icon will be highlighted indicating that there is a
message in your queue but, does not require your attention.
= Toremove items from you notifications queue
1. Click Viewer to view notification
2. Click Action/Update to delete notification from queue
= The ALERTS icon is not active.
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MY WORK DETAIL “TURN FORWARDING ON” link

B Allows the approver (when unavailable to do approvals) to forward pending
requisitions at their level to another designated approver for approval.
B The MUNIS Approval Program provides an audit trail for all approvers.

@ Home - Tyler Dashboard - Train ‘ - B [=] o - [ @) B -@W
="
My Programs i 4
I ey
requisition/pos Requisibon Entry 2] k]
Tile View Add Link
=5 @ Tyler A
S B ®© A
: L_‘G; . . o0 Approvals O Notifications o Alerts
# (DProperty Revenues =% Furn Forwarding ON **
# D other
= Approvals
= [ [y o— ]
€3 & - ¥ uvpdstad: 9/30/2010 1:13 PM
£ G P £ Uedated: 5/30/2010 1:13 PM h L
< > -
B Collapse the field on the left side to view full screen.
B Click on the “Turn Forwarding ON” link to open the selection window.
2 Home - Tyler Dashboard - Train | - B [= [;é:l WEAA /A« 34 '@"'

My Favorites A

Requisition Entry ] 3

View Add Link

Tyler Menu = | My Work Detail e
Ca | Forwarding for 'PKWY\TREDDY' is currently OFF
U __@P Turn Forwarding ON

0 Approvals

Approver Options

Approwvals [Fervard Tor | [awill= - Azron wills 1=
Fre Approveri| [==hmad - Alsem Ahmad = | ]
€3 S ¥ Updsted: [ Cancel |
~
€2 &) S ¥B Updsted: 9/30/2010 1:13 PM

< >

B Click on the arrow in the “Forward To” field to open the drop down list.
Approver Options — Choose alternate approver

Forward To: Choose name of alternate approver from list
Pre Approver: DO NOT USE
Click OK

You will receive a confirmation message stating that you are forwarding work to
another approver and you cannot receive pending actions while you are
forwarding.

B The link will change to “Turn Forwarding OFF”
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My Favorites 4

Requisition Entry & »

Tile View Add Link

—_—
Tyler Menu < N My Work Detail e
—— ~

~ ¥ [Wfpenxml] The approver treddy - Terry Reddy is currently forwarding
= :} Tyler A work: to approver . You cannot receive pending actions while you are
= 2 Munis forwarding.

I2Favorites

@ i Financials

@ i Payroll/Personnel
H ) General Revenues
@ ) Property Revenues
@ I Cther
i

® A

0 Approvals 0 Motifications 0 Alerts

** Turn Forwarding OFF **

Approvals

| No Approvals Found.. |

i2Help

£ p G Updated: 10/25/2010 3:50 PM

|€
|€

‘-ﬂ Local intranet:

B To reverse and restore your original settings
— click on the “Turn Forwarding OFF” link

5l Favorites | (@ Home - Tyler Dashboard - Train M Bl [ em - Page~ Safety - Toold
My Favorites

Requisition Entry I e

Tile View Add Link

'_forwarders' has 2 Selectedvalue which is invalid
because it does not exist in the list of items.

. P t + val
Tyler Menu =} My Work Detail | arameter name: value

Forwarding for 'PKWY\TREDDY' is currently ON

P
= § Tyler b
= 2 Munis =
- . oy
o
iCPayroll/Perzonnel 0 Approvals
[ General Revenues Approver Options
{Z)Property Revenues
other Forward To:
Dept Approvals

iChAdmin Pre Approver:
& Help :

HQPE w A

gLocaI intranet: v | ®i

The “Forwarding” window will open

It will state that your “Forwarding” is currently ON

“Turn Forwarding OFF” will be selected

Click OK — to turn your “Forwarding” OFF

Your approval capability and notifications will be restored and the link will default to
“Turn Forwarding ON”
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REQUISITION APPROVAL, REJECTION, HOLD

MUNIS® Requisition Approvals can be accomplished in both the TYLER MENU and
MY WORK DETAIL groups.

m TYLER MENU

Displays a list of requisitions in your queue for approval.

= Allows you to sort requisitions by requisition number or vendor, approve
by department/location, approve for others and comment on the status of
the approval.

= Allows the approver to Approve ALL requisitions at one time or select
individual requisitions to Approve, Hold or Reject.

= Also allows approvers to view details pertaining to individual requisitions,
along with attachments, and associated notes.

= Requisitions can also be approved, on an individual basis, through the
Workflow group located on the Requisition Entry Header screen.

MUNISe “TYLER MENU” REQUISITION APPROVAL PATH
B Dept— Requisition Approval

& Home - Tyler Dashboard - Train - B = v [k @) O @

)

=2

~ Home
) My Favorites e
Show All | Hide All

No Favorites Found... No Faveorites were Found.,

My Work Detail -

* Favorites ~

= (Financials 1 f
[,. I |
# (AGeneral Ledger Menu " -
+ C)Budget Processing Lo

= DPurchasing Meny

= EDPurchase Order Processing Menu 0 Approvals 0 Motifications 0 Alerts
WRequisition Entry
WRequisition A vals
# AP0 Inquiry and Reports Menu | T ———— |
# G Accounts Payable
WG/L Account Inguiry HQ pP &  Updated: 9/13/2010 11:29 AM

WY TD Budget Report
Wvendor Inquiry/Reports
WPurchase Order Inquiry

[ Add a Favorite |

Wrext Vear Budget Entry

WRequisition Entry

WRequisition Approvals

WPO Receiving

MMenu Personal Preferences
H (Help

|

£3 G P & Updsted: 9/13/2010 11:29 AM

1<

‘3 Local inkranet #3 - ® 65% =

B Click on Dept in the Tyler Menu located on the Tyler Dashboard.
B Click on Requisition Approvals.
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“TYLER MENU” APPROVAL SCREEN

n Requisition Approval - MUNIS [TRAINING DATABASE Aug 12 2010]
My Fle  Edit Tools  Help

VX FRR Y AE QU REGE RMNEI Qa® t 0
Code |Year |Req# Entered by Diescription Type | Amaunt Justification | Rew | Comment
0 MUNIS (rqapprov) E|

L]
J) There are na requistions waiting For your appraval,

R

B If there are no items in your queue for approval, a window will open notifying you
that you have no approvals at this time — Click OK

| Requisition Approval - MUNIS [TRAINING DATABASE Aug 12 2010]

My Fle Edit Tools Help
VX PBRRE Y AE BDXREGERNI Ca™ %0
‘Cnde Vear | Reg# Entered by Description Type  Amaunt Justification
Approve Cthers
{ b
YR

B If there are items in your queue for approval they will be listed.

B You can select to Sort by Vendor or Requisition Number, Approve for Others (if you
have the correct permissions), Approve by Department, enter Approval Comments
(if you have the correct permissions), and select Approve All to place the program
in update mode and change the default approval status to
A-Approved for all pending requisitions.
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B Requisition Approval - MUNIS [TRAINING DATABASE Aug 12 2010] FEX
My File Edt Tools  Help

T2 I

LU ME BUXROGEHENI Oa™ %0

Sort

Approve Others 2

Approve Dept

Approval Comments

Approve Al

Code ‘Year FReg# Entered by
2011

0000170 treddy

Description Type | Amount Justification ~ RewC  Comment
TESTIMG RECEIVING #1 Z3000,00 Mot Meeded
TESTING RECEIVING #2 MULTIPLE AMT 150,00 Mot Meeded

You may enter comments for approwals,

VR

Sort

to select to sort requisitions by requisition number or
vendor

1.
2.

click Sort to open the MUNIS (rqapprov) window

select Requisition number or Vendor to sort the
requisitions in you queue

Approve Others

to select to approve for another approver - enter the
approvers user ID

1.
2.
3.

= this button is accessible only if you have the necessary
permissions

= if you normally cannot access other's requisitions, this
option only finds requisitions under your user ID for the
department you selected

click Approve Others to open the User ID window
enter their User ID

click OK

Approve Department

to select to approve by department — enter the department
or location code

5.

= if you normally cannot access other's
departments/locations, this option only finds requisitions
under your user ID for the department you selected

click Approve Dept to open the Requisition
approval window

enter the Department/Location code
click OK

you will be notified if there are no requisitions
waiting for your approval with that
Department/Location code

otherwise, the requisitions waiting your approval
will be listed

MUNIS® SECTION 2C- REQUISITION APPROVAL 8




Approval Comments select Approval Comments to confirm that you have
permission to enter approval comments

= when you click Approval Comments, the permissions
display in the status bar at the bottom of the screen

= if you do not have permission, the display states:
v’ “You may not enter comments for
approvals.”

Approve All select Approve All to automatically place the program in
update mode and change the default approval status to
A-Approved for all pending requisitions

1. click the View Requisitions button, located on the left
side of the screen to view the details, associated notes
and attachments for individual requisitions in your
gueue

= must be viewed before the final decision to approve

= toview all requisition in your queue one at a time, use
the arrows on the Navigation Bar (located below the
Workflow Group) to scroll through the current list

] Requisition Approval - MUNIS [ TRAINING DATABASE Aug 12 2010]

My File Edit Tools Help

Vx smemacDxnpeRmEs 0es/+ 0

Code | Year Req# Entered by Description Type  Amount Justification  RewC | fComment
Viev Requisitions [E] 2011 00000169 | treddy TESTING RECEIVING #1 AMT 23000.00 | Not Needed HoLoms
[2] 2011 00000170 treddy TESTING RECEIVING #2 MULTIPLE AMT 3150.00 Mok Needed

Click View
Requisitions to see
the requisions in
detail

QYR

‘foll may enter comments For approvals,

Approve All Continued 2. the Approve All function defaults to A-Approve in the
code field

3. change to H-Hold or R-Rejected by clicking in the field

A-Approval
= approves the requisition and submits it to the next
approver or to the purchasing department if all
approvals are complete

H-Hold

= keeps the requisition open so that it may be
considered at a later date. If you type H (Hold) in the
Code box

= the cursor moves to the Hold/Rejection Comment
box

= You must type a reason for the hold status
if you leave the Code box blank

= the program processes the requisition as if it were on
hold

MUNIS® SECTION 2C- REQUISITION APPROVAL 9




R-Rejected

rejected requisitions can be reopened, modified, and
resubmitted

when rejected, the Standard Notes window opens
prompting a comment

Note: You must add comments if you reject a
requisition

SEE BELOW FOR ENTERING NOTES FOR
REJECTED REQUISITIONS

does not meet Parkway Procurement Guidelines
incorrect account code

please to include Bid #

cannot make this purchase at this time

incorrect vendor chosen

did not include attachment

did not include reference field name and phone
number

please use CAPS for requisition entry information
did not choose commodity code

did not choose correct commodity code
requisition entered in incorrect fiscal year
originator requested that requisition be rejected or
returned

please include further detailed description for items
being ordered

incorrect fields used — ie. freight, discount, credit
please include board approval date and length of
agreement

etc.

MUNIS® SECTION 2C- REQUISITION APPROVAL
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/- Home - Tyler Dashboard - Train - Windows Internet Explorer

—
EIS)

|g| http:/ftyler1:55001 /default aspx

"||§| IEI 24 sooge

File  Edit

£3

0 raquisitig

"ﬂ' Standard Motes

i/ Requisition Approval - MUNIS [TRAINING DATABASE Aug 12 2010]
My File™ Edit Tool= Help
. L g B — -
VX BB A MERDXROGDERI @@t 0 r @
Year | Reqg# Entered by Description Type | Amounk Justification m
View Requisitions R 2011 | 00000236 treddy APPROVAL TEST AMT 100,00 | Mot Needed

My  File Edit  Tools Help
V| r2@n =B x RO6H »
-
Requisition | 2011 00000236 Line
Date|Time 2010-10-26 0935 Print on PO B
You may enter comments For approvals, Created By | treddy ':EI _
PLEASE INCLUDE EID §
/ PLEASE INCLUDE BOARD APPROVAL DATE
= ﬂm\m LENGTH OF AGREEMENT| Upt
-
=r Action &
- b uoce
. =8|
(,@ yel ﬂ Updated: 10/26/2010 7:26 AM =
Mates. ovR 3
L] = >
jFai| % Local intranet dh v HEER - J
—

Approval Notes 1.
For Rejected Requisitions
2.
3.

DO NOT USE IMPORTED NOTES IN THIS FIELD

the Standard Notes option allows you to include
notes explaining the requisition REJECTED
classification

Note: You must add comments in this field if
you reject a requisition

click Add to enter new text — USE CAPS

screen

you can enter up to 999 lines of text

comments added in requisition approvals can
be viewed in requisition entry by clicking the
Notes (located on the left side of the screen in
the Program Options group )

4. click ¥ Accept to return to the requisition approval

MUNIS® SECTION 2C- REQUISITION APPROVAL
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™l Requisition File Maintenance - MUNIS [TRAINING DATABASE Aug 12 2010] =13 ]

Fil= Edit  Todlzs Help

2. associated notes, if any, will be indicated by a
yellow highlighted folder in the General Notes field

approving, rejecting or placing a requisition in the

hold status

‘W X X B HHE RGP LS MEI @a< YO
Main | Terms{Miscellaneous | =
Switch Form
Line Detail Dept/Loc 505 PURCHASING Status |E| Relsased =
o Fiscal year Current Mexk Meeded by
Requisition number 236 Entered [10/21/2010 | By [treddy
FEE D General commodity | | Project accounts applied
Allocate General description |aPPROVAL TEST | | = General Hotes |
BtE=s vendor Information hioping Information
Copy wendor = 'md Line Detail
&L Allocations Mame BUSIMNESS SERVICES
Pomaiing [ 0] vX @ uAERYX ROSHEEI 0% 40
Gl S
e 1460 CRALG ROAD Requisition
Project Summary [ Copy ] Fiscal vear Murnber 236 Line
Training Course Detail
5T LOUIS Quantity 1.00 Unit price
=
Remit 0. L= Commodity | | LoM
| = wendorfSourcing Mokes | Inventary Freight
Location I:l Credit
Tyvpe Pick. ticket Line itern takal
Line | Qky Description Purchase
1 1.00 TEST APPROYALS Armnount: justification
Description TEST APPROVALS
Total Amount: 100,00
“warkfl
e [= Add| Descitiokes |
My Approvals Approve !
Miscellaneous
Ld -] R wendor Requested by
View Notes 1. Associated Notes must be viewed prior to

Click View
Requisitions to see
the requisions in
detail

L} Requisition Approval - MUNIS [TRAINING DATABASE Aug 12 2010] = O] E|
My File Edt Tools Help
Mx sze s aERDxROGEEEI 0565 %0
Code  ‘Year Reg# Entered by Description Type  Amount Justfication  RewC  [Comment
E_ 2011 00000169 |treddy TESTIMG RECETYING #1 AMT 23000.00 | Mot Meeded :I-_IOLDING ]
.f\D_ 2011 00000170 treddy TESTIMG RECEIWING #2 MULTIPLE AMT 315000 Mot Meeded

Yiou may enter comments far approvals,

OYR;

View Notes Continued

3.

to view associated notes for specific requisitions
click on View Requisitions on the Requisition

Approval screen

this action will open individual requisitions

MUNIS® SECTION 2C- REQUISITION APPROVAL
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! Requisition File Maintenance ; MUNIS [TRAINING DATABASE Aug 12 2010] =3

My Fle  Edit

Tools ™ Help

X |t BR aAERDXx AEead MEI @< -0

Switch Forrm
Line Detail
Release
Activate
Allocate:

opy

GL Allocations
Gl Summary
Project Summary

Training Course

Dept/Loc BLD:G ADMIN SERYICES Skatus Allocated &
Fiscal year - |
'mi General Notes
Requisition number - -
My File Edit  Tools  Help
. ~ — = g — rounts applied
VX PRB U AERDPX ROSEDEEI ©
General Descripkion |:
Wendar Print On PO Requisition 2011 00000211
Vendar S02128 ... DatefTime | 2010-10-12 08:51 Print an PO,
PO Mailing PLEASE FAX L |
63017 1
Address 11420 LACKLA |
AMNCE
ST LOUIS
= ‘endor/Sourcing Motes &
IR [ —
Terms
[DTEEEIS ovR
Contrack
Descripkion |
Line Ttems
Line | Ciky Commodity Diescripkion Unik Price U | Freight Disc % Credit
1 10.00 202 COPY PAPER. 5.00000 REAM 0.00 0.00
“
OVR,

View Notes Continued

4. click Notes (located on the left side of the screen in
the Program Options group ) to display a list of ALL
notes associated with the current requisition

= the program displays a list of existing
General, Rejection and Hold notes

= this Notes field is for display only; you cannot
add or update notes in this field

5. to display the text associated with a specific note,
double-click the list entry

6. FILE/EXIT to return to the list of notes

7. FILE/EXIT to return to the Requisition File
Maintenance screen

MUNIS® SECTION 2C- REQUISITION APPROVAL
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VX dBER e AE BDx RESEH BEI @ a0

Switch Form

- Requisitions Attachments g@ EE
i et My Fle  EdE  Todls  Help
Relesss VX rERunMaE R X RS D EHE | O et @
LD Deescription File Date Added | Time Added (Rl
e johns stUFF schiller, doc 09292010 10:14:41 U il 2 EeEu=rE
locate - Highlight the desired docurent
- Either Double Click with the mouse
Motes Click on the attachment to —or-
open - a blue barwill highlight P “Enter" on the Kevboard
Copy the selected atachment- ress Enhertan the keyhean

then Click Accept
&L Allocations Tao add a document:

- Choose "add" from the Toolbar
- Pick the document to attach
- Type in a description

GL Summary
Project Summary

Training Course To delete a document:

- Choose "Delete" from the Toolbar

OWR

~

+ SO TEMNIS BALLS FOR MIDDLE SR OO0 Each .o [1un)
S 1.00 TEST 100.00000 Each 0.00 0.00
Accounts Tokal Amounk S55.00
wytorkFlow
My approvals Approve Reject Forward Hold Approvers
Conversion
Convert to PO
TR » | e | = [ ] =
ﬁ OVR
View Attachments 1. to view associated attachments for a specific

requisition click Attachments located adjacent to
the Navigation Bar

= the number of attachments, if any, for a
specific requisition will be indicated

2. the Requisitions Attachments screen will open with
a list of attachments associated with the current
requisition

3. to display the text associated with the attachment,
double-click the list entry

4. close attachment

5. click Return to return to the Requisition File
Maintenance screen

FILE/EXIT to return to the Requisition Approval Screen

B The Requisition Approval, Hold and Rejection process can also be accomplished at
this point through the Workflow Group located on the Requisition File Maintenance
screen.

Clicking the VIEW REQUISITIONS button opens the requisitions in your queue.
Using the Navigation Bar, you can view all requisitions in your queue one at a time.
The Workflow group contains buttons that allow a workflow approver to mimic the
actions available in the Requisition Approvals — Tyler Menu program.

The Workflow group buttons are not accessible unless you are a workflow approver
for the selected requisition.

See pages 18-21 for detailed views and instructions.
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m MY WORK DETAIL

- “DELAYED TIME” -

REQUIRES UPDATING

Displays the number of approvals in your queue for approval

= Displays Notifications, if any, at your approval level

= Lists all requisitions individually at your level to approve

= Allows approvers to view details pertaining to individual requisitions, along
with attachments and associated notes.

|Ty|er Dashboardl Welcome 5,5-. tyler —
dh = ol -
- Home
My Favorites -
Requizition Sntry ] ®
Tyler Menu - Myll‘.rnrh Detail -
= § Tyler = P
e o] &
=] ]
: j Z(Azp?\lr:;“)ls O Netifications O fmrts
1= ** Turn Forwarding ON **
& COther
=gl Approvals
# (ke P— Total ems
(e ot a IEIi TOTAL AMT VENDOR sesc TveE Ackditionai Info Mewes, iAction: fction
1oyszo10 | ¥ hEw | (505 23000.00 BUSIMESS SERAVIC TESTING RECEI AMT ys] M = O
wyszoin YhEw 505 3150.00 BUSINESS SERVIC TESTING RECET amT Vel B = [
‘__' IEEP & Updated: 10/7/2020 8:22 AM
£ @ yel “ Updated: 10/7/2010 8:10 AM —
& Local intranet 5 T | F5% - B
B Click refresh (circular green arrows) and clock to update the information in you
queue
* You will be notified of any new items at your level for your approval
Approvals [Tpaate ]
(e T O T
orerzoaa |V rew | (505 3150.00 EUSINESET SERVIC TESTING RECET s iE 4 O
; EG 47 R Upsabed: 10/7/2010 8:11 AM
£GP € Updabed: 10/7/2010 8:10 AM
J Local intranet 4h - L 75 S
B Click OK - then Click Close
B Click the Viewer Spyglass box to view selected requisition.
= The Requisition File Maintenance screen will open.
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“ Requisition File Maintenance - MUNIS [TRAINING DATABASE Aug 12 2010] E]@|E|

My File Edit  Tools Help
AT S =N ] (2> AE&ESE HEI &= v 38
Wl Line Detail N [=1E3 ~
Swikch Form My Flle  EdiE Tools  Help
Ureoetail | i w” 2 | & G2 B ME | (X LS EH RE ©e< |t @
“y— Requisition
/ i Fiscal year | 2011 Mumber 238 e[ 1]
Activate
3 Detail
allocats -
Quantity Unit price 100.00000
Copy
Description TEST APPROVALS GROSS 100.00
GL Allocations Freight .
GL Summary = Add DesciNaotes e [ oo =
Project Summary
TOTAL 100.00
Training Course
Armount justification: Mok Needed
Miscellansous
DeptfLoc 505 ... | PURCHASING
|Seq T Account “ | Description Amne 7
Use the arrows to scroll
for additional Line Detail =
itemns for the selected ]
requisition | >
[ ——— ] =
VR
=]
VR

B Click Line Detail to view the details of individual requisitions.
= Use the arrows on the Navigation Bar to scroll for additional Line Detall
items for the selected requisition

My  File Edit  Tools  Hel

Swaitch Form File=_ Edit  Tools  Help
Line Detail |I/|x @R EsaERBD *x BESEH MR @& a <3 @
-~
Release ¥ear | Requisition Entry Date Description Amount Purchase Order Wy vendor Mame
10
Activate a
2011 194 10/12/2010  Furniture and smartboard 2,000.00 Released BUSIMESS 5
PT— 0 zo1t 101 09/21/2010  tennis balls 555.00 Released SPORTS HER
2011 90 09/14/2010  PIMNG PONG PADDLES 100.00 Released SPORTSWORL
Motes zo11 46 10/12/2010  MOUSEPADS 450,00 Released STAPLES
Copy
GL Allocations
GL Summary
Project Summary
Training Course
< | >
Search | Filter Recard
[é#a [ ] = | Il I[ Go 4 [ 1ot s
R
[ aperevs) Approve Reject Forward Hald Approvers
’ Conversion
Convert to PO \
14 < | 1 of s > »l i Attachments (o ~
VR

W Or click & Browse to view a list of all requisitions in your queue for approval
B Click on the requisition you want open— a blue bar will highlight your selection
M Click ¥ ACCEPT
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File—Etir——Toole—FeiT

W X | bR EME R | REEe D wWE et @

[t s | ey s | -
Switch Formm —
L Regquisitions Attachments - ;
Line Detall My Flle  EdE  Tools  Felp
Release WX | @ s B X [AEe E EE e TR
Activate Description File Date Added Time Added Hints
johns stuff Adar: iller. dac 09/29/2010 D {5 3 ElEEm
Allocate - Highlight the desired document
- Either Double Click with the mouse
Eokes Click on the attachment to "y
open - a blue barwill highlight " "
Fi Ent the Keyboard
Copy the selected atachment - ress TEnterton the keyboar
then Click Accept
GL allocations To add a document:
- Choose "Add" From the Toolbar
ElL S - Pick the docurment to attach
- Type in a description
Project Summary VP P
T s To delete a document:
- Choose "Delete” From the Toolbar
VR
G =T TETITS EALLS For MIDOLE Seroor P T T
5 1.00 TEST 10000000 Each 0,00 0,00

Accounts Total Armount 555.00

ok lows

Iy Approvals Approve Reject Forveard Hold Approvers

Conversion

Convert ko PO

2] < | 5 of s I » M|k

Click Attachments to view any attachments associated with the current requisition.

= The program indicates the number of attachments, if any, associated with
the current requisition

Double Click the attachment you wish to view OR

Click on the selected attachment — a blue bar will highlight your selection

Click ¥ ACCEPT to open

Close attachment

Click Return to return to the Requisition File Maintenance screen.

N

v X | Rl e (3 G EEe E  WEe &t @)
Dept/Loc 111 BLDG ADMIM SERVICES Status Allocated e
Switch Form -
Fiscal year
d
Line Detail Requisition number — — —
— - — = Counts applied
Release v X | s B mndai=E | R REe E HAE | @ =
Seneral | Description |
Activate
Allocate visndor Print on PO Requisition 2011 00000211
Wendor 902128 ... DatefTime Z010-10-12 08:51 Print on PO.
- [scrmneks ma e
Y P maing simnen it ~
4 N (=l u]
&3017
GL Surnrary
Address 11420 LACKLAI
Projeck Surmrmary :I
Training Courses ANCE
ST Lours
= vendoriSourcing Mokes =
I B —— COG0 s =
Terms
Discourt % -
Contrack
e =
Description |
Line Items
Line | Qkyw Commodity Descril [=lal=lg} Unit Price [Elaly) Freight Disc %o Credit
1 10.00 z0zZ COPY PAPER 5.00000 REAM 0.00 0.00
~
OWR

B Associated Notes must be viewed prior to approving, rejecting or placing a
requisition in the hold status
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B Associated notes, if any, will be indicated by a yellow highlighted folder in the
General Notes field

B Click Notes (located on the left side of the screen in the Program Options group ) to
display a list of ALL notes associated with the current requisition

= the program displays a list of existing General, Rejection and Hold notes
= this Notes field is for display only; you cannot add or update notes in this field

to display the text associated with a specific note, double-click the list entry
FILE/EXIT to return to the list of notes
FILE/EXIT to return to the Requisition File Maintenance screen.

My File Edit Tools Help

W X | ERR T ME BDY e Ed WES | e Y@

505 PLURCHASING Status &| Released
z011 Curren 3 et Meeded by O]
169 Entered 10/06/2010 (13| By [treddy
Project accounts applisd
Gl Summar ta General description TESTING RECEIVING #1
(IR SUIET? ‘endor InFormation Shipping Information
Wendor 400001 ... Committed Ship ko 200
Mame BLSINESS SERVICES AR WRREELEE
PO malling ol EEY - 314-415-8203
1460 CRAIG RD, 563 NORTH WOODS MILL ROAD
CHESTERFIELD: ma| [e3017
e 5| |esiaeamas Reference TERRY REDDY
Remit 0.
[ == vendor/Sourcing Makes |
Line | Gty Description Uit Price Freight Disc % | Credit Line Total 1st Projec ©*

20,00 TESTIMNG RECEIVING #1 MULTIPLE LINES 0.00 0.00 0.00

Conversion

TD\[;EO% ount Esin.‘nn \‘ \i \i \ -

My Approvals ] [ Approve ] [ Reject ] [ Forwar d ] [ Hald ] [ Approvers ] Canver kb PO
14 4 | 1 af1 I » » a4 || = | attachments (0) | =
o
R

B The Workflow group, located in Requisition Entry and PO Inquiry, contains buttons
that allow a workflow approver to mimic the actions available in the Requisition
Approvals — Tyler Menu program.

B The program may display a warning message if there are more pending actions
than can be delivered.

B The Workflow group buttons are not accessible unless you are a workflow approver
for the selected requisition.
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My Approvals 1. click the My Approvals button to view the
requisitions (one at a time) currently awaiting your
approval

= to view all approvals in your queue, use the arrows
on the Navigation Bar (located below the Workflow
Group) to scroll through the current list

2. click £ Browse to display all of the requisitions
currently awaiting your approval

3. click on the requisition you want to view — a blue
bar will highlight your selection

4. click ¥ Accept to open the requisition

FILE/EXIT to close screen

to view all approvals in your queue, use the arrows
on the Navigation Bar (located below the Workflow
Group) to scroll through the current list

=1

Approve

2. click Approve to approve the requisition and send it
to the next level for further approval and complete
the action

3. File/Exit to close screen
"a_ Enter Rejection Information |:”E”zl ]

File Edik Tools Help

b x =

Zormment For this ackic

2l g = [FF X ([ B <& E hE e & ae =2 |t 3

- 4_-/‘-

|[TvPE vouUR coMMENT HEREI I

——

Your comment will be sent to originator via
e-mail with rejection notice

R

=

== Mail From: =munisnoreply@ploawy. k1 2. mo. us =

File Edit “iew Ackions Tools Accounks Window Help

FEL Close QRED'V &UReply.ﬁ.ll QFUrward - ‘a - e A= E ||

Izl Properkies || Personalize | Message Source || Discussion Thread

The Following requisition has Been rejected by | Approrower comment was:

User has entered the requisition 169 (Fiscal wear 20113
For departrent S0S with the commodity code and a general description of TESTIMNG RECEIVIMG #1.

This is a MUMIS swstem asnerated messaae. Please do not reoly to Ehis unmonitored mailbosx.

Reject 1. click Reject to send the requisition back to the
originator for required changes

2. USE CAPS - enter a brief comment of explanation
(required)
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» the workflow notification includes the name
of any person who rejected the requisition -
the message reads as follows:

v" "The following requisition has been rejected
by [workflow approver]. [Workflow]'s
comment was: [comment].

v' User [user ID] has entered the requisition
[requisition number] [requisition fiscal year]
for department [department code] with the
commodity code [commaodity code] and a
general description for [commodity
description]."

3. click ¥ Accept to save information and complete
action

4. File/Exit to close screen

E_Enter Forward Information

WX fBRR T MME X BESE R @Eﬁﬂ@*@{

Click arrow to open drop down menu -

|Forward item to user: | select recipient |

ICDmment For this action {Required) I Please review by Friday .
Enter the user ID to Forward this approwval ko, VR
Forward 1. click Forward to send the requisition another

approver on the list for their approval

2. your “Turn Forwarding On” link must be “ON” to
forward

3. click drop down arrow to open the list of recipients
4. select name of recipient

5. USE CAPS - enter a brief comment of explanation
(required)

6. click ¥ Accept to save information and complete
action

7. File/Exit to close screen
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| Enter Hold Information
Fil= Edit

D owe” €

Tool=s

H B

Help

[ 0F = G =21 & E e Ep 8 =P

I “ormenk For khis ackion (Requirsd) I

Il THIS IS BEIMG HELD LIMRTIL FREXT FORTH]

Hold

click Hold to keep the requisition open —may be
considered at a later date

USE CAPS - enter a brief comment of explanation
(required)

click ¥ Accept to save information and complete
action

File/Exit to close screen

Approvers

=

click Approvers to view an audit trail of approvals
and the conversion of the requisition to a purchase
order

Pw” X | X B R A da =

[ > & E2<S D HEEEO® | @ =2 | Y @

Sweitch Form

Line Datail

Release

Activate

Allocate

Dept/Loc
Fiscal year

Requisition number

BLDG ADMIM SERVICES

Status

[4] anocared

-

Print on PO

Sozizs ...
SCHMUCKS MAl

e
TEIEY- X W

P

zo11

Requisition

DateTime

Created By | munis

Z010-10-12 05:51

D> (&S D e o | @@ =

0D00DZ11

PLELSE Fax

Founts spplied

I

oan

—

AMCE

1of 2

L <]l

Uit Price uor | Freight Credit

5.00000 REAM o.

Disc %o

oo 0.00

View Notes to view associated notes for specific requisitions
click on View Requisitions on the Requisition

Approval screen

click Notes (located on the left side of the screen in
the Program Options group ) to display a list of the
notes associated with the current requisition
= the program displays a list of existing
general and additional descriptive notes
= the Notes field is for display only; you
cannot add or update notes in this field
to display the text associated with a note, double-
click the list entry

FILE/EXIT to return to the list of notes

FILE/EXIT to return to the main screen
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@ | @ om =F |t @

scripkion Crate Added
= SEUFE chill=r, doe OSjmoi =010

Fram the Taolbar

o

=T Gi=ne oo e = = o e e o apees apees
s 1.00 TEST 100.00000 Each o.00 o.00

My Approvals Approve Feieck Forward Holel Approvers

View Attachments 1. to view associated attachments for a specific
requisition click Attachments located adjacent to
the Navigation Bar

®  the number of attachments, if any, for a specific
requisition will be indicated

2. the Requisitions Attachments screen will open with
a list of attachments associated with the current
requisition

3. to display the text associated with the attachment,
double-click the list entry

4. close attachment

5. click Return to return to the Requisition File
Maintenance screen

= [(B0F * h(E & LD FEE | e =Y @D

Line

Total Amoun

My Approvals Approve Reject Forward Hald Approvers Canvert ta PO

4 « 1er 1 > >l i [ Attachments (00 ~|

B NOTE: the General Ledger Allocations and Summary can be viewed by clicking on
the GL Allocations and GL Summary buttons located in the Program Options
Group (located on the left side of the screen).
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MUNISe Toolbar & Keyboard Quick Reference

Objective

This document lists all the available icons on the MUNIS toolbar and provides a description and a
corresponding keyboard shortcut. It also lists any other keyboard shortcuts used in common

MUNIS navigation.

MUNIS Toolbar

Icon | Definition Keyboard Shortcut | Icon | Definition Keyboard Shortcut
W OK/Accept Enter/Return [& Display

X Cancel Esc PDF

% Cut Ctrl-X = Output/Print Ctrl-P
Copy Ctrl-C Save/Spool to a File | Ctrl-S
@ | Paste Ctrl-v Export to Word n/a
o] Query Wizard | Ctrl-Q Export to Excel n/a
34 Find Ctrl-F i Attachments n/a
= Browse Ctrl-B @ MapLink n/a
Add Ctrl-A e Tyler CM n/a
[/ Update Ctrl-U +.. | Add to Favorites n/a

w | Delete Ctrl-D @) MUNIS Help F1

Add/Update Mode Navigation

Enter = commit transaction
Esc = cancel transaction
Tab = next field

Shift + Tab = previous field

Keyboard Shortcuts

Record Navigation
Ctrl + Down Arrow
Ctrl + Up Arrow
Ctrl + Left Arrow
Ctrl + Right Arrow

= next record
= previous record
= first record
= last record

Enter = Commit Transaction

Esc = Cancel Transaction

Ctrl + Q = Expression Builder

Ctrl + F = Find

Ctrl + B = Browse

Ctrl + N = Add

Ctrl+ U = Update

Ctrl +D = Delete

Ctrl + P = Output / Print

Space = opens drop down combo boxes when that field is active
F9 = opens browse help on a data entry field when that field is active.

F1 = launches Help from with MUNIS programs.
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