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Invoice Entry

This document provides instructions on how to enter an invoice into Munis without referencing a
purchase order or a contract. It is intended for personnel who perform invoice processing.

Invoices to be entered through this program are invoices that do not have supporting purchase order or
contract documents.

When you enter an invoice in Munis, you are requesting that funds be set aside for a service or an
order that has been fulfilled, as well as initiating vendor payment. Upon entry of an invoice, the amount
allocated to each general ledger account will appear as a memo balance that subtracts the net amount
from the remaining available budget. The invoice will be released through an approval process driven
by the accounts contained within the transaction. Upon completion of the approval process, a
notification will be sent through workflow to accounts payable personnel, who will post the invoice.

Before you can successfully complete this process, you must ensure that roles granting the necessary
permissions have been assigned to your user account. If the roles have not been established, contact
the system administrator to have them updated or added into the Munis system.

Confirm the following:

e You have access to the accounts to which the invoice will be allocated.
¢ You have permission to enter a direct invoice without referencing a valid purchase order.
e The Accounts Payable Invoice Workflow process is established.

Munis® Accounts Payable 2018.1 Page 1



. tyler

.. technologies

Complete the following steps to enter an invoice in Munis:
1. Open the Invoice Entry program.
Financials > Accounts Payable> Invoice Processing > Invoice Ent

- - -
“# Invoice Entry - Munis

On the toolbar, click Add Batch.
Complete the fields, to define the batch.

Click Accept.
The program displays the Invoice Entry screen.
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ACCOUNTS  LINE ITEMS

Line | Org Object Proj PO Inv amount Discount amount Sales Tax Use Tax Total amount 1099 A

00

Workflow

My Approvals Approve Reject Forward Hold Approvers
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5. Complete the fields, as required. Click Accept to save the basic invoice information and move to
the Accounts tab.

ACCOUNTS  LINE ITEMS

Line | Org Object Proj PO Inw amount Discount amount Total amount | 1095

<

6. Verify and update the general ledger account number.
The program completes the total invoice amount for the first line, but you can manually update this
if you are allocating to more than one account. Continue to add detail lines until the invoice has
been fully allocated, and the total reflects the invoice amount.

Click Accept.

Click Add and repeat the preceding steps to continue adding invoices to the batch. When all
invoices are entered, click Back on the toolbar to return to the Invoice Entry Batch Information
screen.

9. Confirm the invoice count and total, as displayed on the header, to the invoices ready to be
submitted for approval and posting. In the event the batch total or count does not reconcile, click the
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View Batch option to display a summary list of all invoices within the batch.

> X
* Invoice Browse

Vendor| Name Remit | CHECK RUN Document Invoice Type PO Contract Invoice Amt | Voucher
1000 ABC SUPPLY COMPANY 0 Feb28 5003 5993 Mormal 30495 218

29 LeTourn

0 Feb28 5995

10. Double-click a record to select it, and the program displays it on the Invoice Entry screen. Update
the record, as necessary, and return to the Invoice Entry Batch Header screen.

At any point prior to releasing your batch, you can make changes to the invoices:
1. From the Invoice Entry Batch Information Screen, click Resume.
The program displays the Invoice Entry screen.

2. Navigate to the invoice record to modify.
3. Click Update, and update the information, as required.
4. Click Accept, and then click Return on the toolbar to return to the batch header screen.

To release the batch when reconciliation is complete:

1. Click Release.
The Released check box on the Invoice Entry Batch Information screen is selected to indicate the
Released status.

2. Click Approvals to initiate the approval process.
To view the status of each invoice’s approval process, click Approvers while viewing a record.
The program displays a list of all required approvers, as well as where the action is pending.

For unposted invoices, the Re-Liquidate option displays in the toolbar. Use this option to modify
purchase order liquidation details.

The batch has been released and the approval process has been initiated. Each record will need to be
reviewed and updated by the required approvers. Once the record is approved, it will be posted to the
general ledger. Once an invoice has been posted, it is no longer available for viewing in the Invoice
Entry program. Invoice detail can be viewed using the GL Inquiry, Vendor Invoice Inquiry, Year to Date
Budget Reports, and Vendor Central programs.

A released invoice has a status of H-Held indicating it is pending approval. Once the final approver has
taken action, the record status is updated to A-Approved.

Required approvers receive notification that they have a record pending their approval. The invoices
will flow through the approval process until the final step has been completed, at which time the invoice
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will be posted by the accounts payable clerk. Once posted, detail records are available for these
transactions under the general ledger accounts affected and the invoice is ready to be included in the
next check run.

Munis® Accounts Payable 2018.1 Page 5



= tyler

technologies

Invoice Entry—Full PO/Contract Liquidation

This document provides instructions on how to enter an invoice against a purchase order or contract in
total.

When you fully liquidate an invoice against a purchase order (PO) or contract in Munis, you are fully
relieving existing encumbrances, closing the PO or contract, recognizing actual expenses once an
order has been fulfilled, as well as initiating vendor payment.

Invoice batches should be created and submitted on a regular basis. Upon entry of an invoice, the
amount allocated to each general ledger (GL) account appears as a memo balance, which subtracts
the net amount from the remaining available budget without displaying supporting invoice detail
information when reviewing the account. The invoice will be released through an approval process
driven by the accounts contained within the transaction. Upon completion of the approval process, the
invoice is posted. At this time, the detail information for this transaction is available under the respective
general ledger accounts, and the invoice is ready to be included in the next check run.

Before you can successfully complete this process, you must ensure that roles granting the necessary
permissions have been assigned to your user account. If the roles have not been established, contact
the system administrator to have them updated or added into the Munis system.

Confirm the following:

You have access to the accounts to which the invoice will be allocated.

A purchase order or contract exists against which the invoice is to be paid.

Purchase order or contract receiving records have been entered by the individual departments.
The Accounts Payable Invoice Workflow process is established.
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Complete the following steps to enter an invoice against a purchase order in Munis:

1. Open the Invoice Entry program.
Financials > Accounts Payable> Invoice Processing > Invoice Entry

' - -
“# Invoice Entry - Munis

Batch
]
Fur
Cash account *
CHECK RUMN
Due date ia]
=| Enable TCM invoice barcode label printing

Click Add Batch.
Complete the fields, as required.

Click Accept.
The program displays the Invoice Entry screen.

Invoice

Year

& fzcaiving DBA

[ (e 4 3

Withholding [ .00)

ACCOUNTS  LINE ITEMS

O Object Proj PO Inv amount Discount amount Sales Tax Use Tax Total amount | 1099 A |Bud

Total Amount: Payment Amount:

Last Change

Workflow

My Approvals Approve Reject Forward Hold Approvs

Line wnber

« |« oofo > | »
The gaction has been canceled s requested.
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5. Complete the fields, as requiredPress Tab to display the PO Liquidation screen.
The Liquidation by Line screen displays all purchase order or contract lines.

"E:E!. Liquidation by Line

€ Q & Q (] (#] P (<] A 0]
Back Search Attach Meodify  Continue  AddPO  POInquiry POStatus  Add Accounts  Discard Changes
Invoice Information
~
Vendor 1000 ABC SUPPLY COMPANY ~| Close PO when fully liquidating
Document 6006 Net invoice amount 248.81
Invoice 6006
Purchase order lines
PO Year Line | Line Description Open Qty Open Amt Recv Qty Lig Amount Inv Amount
Paper cups
20090057 2018 1 20.00 284.81 0.00 0.00 0.00
Total lig amount 0.00 Total inv amount 0.00
Invoice lines
Line | Org Object Proj PO Amount
v

6. Click Full Liquidate to fully liquidate and close the purchase order or contract.
The program displays a Close PO confirmation message.

7. Click Yes.
The program returns to the Invoice Entry screen.

Q Fully liguidate and close PO. Are you sure?

Yes No

8. Confirm all invoice information, as well as the general ledger accounts to be charged based on the
purchase order or contract distribution are correct.

9. Click Accept.

10. Click Add and repeat the preceding steps to continue adding invoices to the batch. When all
invoices are entered, click Return on the toolbar to return to the Invoice Entry Batch Header screen.

11. Confirm the invoice count and total, as displayed on the header to the invoices ready to be
submitted for approval and posting. In the event the batch total or count does not reconcile, click the
View Batch option to display a summary list of all invoices within the batch.

12. Double-click a record to select it; the program displays it on the Invoice Entry screen.

13. Update the record, as necessary, and return to the Invoice Entry Batch Header screen.

At any point prior to releasing your batch, you can make changes to the invoices:
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1. From the Invoice Entry Batch Header Screen, click Resume.
The program displays the Invoice Entry screen.

Use the navigation arrows at the bottom of the Invoice Entry screen to find the record to modify.
Click Update, and modify the information, as required.

Click Accept to save the changes, and then click Return on the toolbar to return to the batch header
screen.

When reconciliation is complete, the batch is ready for submission.

To release the batch when reconciliation is complete:

1. Click Release.
The Release check box on the Invoice Entry Batch Header screen is selected to indicate the
Released status.

Click Approvals to initiate the approval process.

To view the status of each invoice’s approval process, click Approvers while viewing a record.
The program displays a list of all required approvers, as well as the status and actions taken on the
invoice.

This batch has been released and the approval process has been initiated. Each record will need to be
reviewed and updated by the required approvers. After all approvals are received, the invoice is posted.
Once an invoice has been posted, it is no longer available for viewing in the Invoice Entry program.
Invoice detail will be available under GL Inquiry, Vendor Invoice Inquiry, Year to Date Budget Reports,
and Vendor Central.

A released invoice has a status of H-Held indicating it is pending approval. Clicking the Approvers
button will indicate where in the process this record stands. Once the final approver has taken action,
this record will be updated to a status of A-Approved.

The selected purchase order has been fully liquidated and closed.

Required approvers will receive notification that they have a record pending their approval. The
invoices will flow through the approval process until the final step has been completed, at which time
the invoice will be posted. Once posted, detail records are available for these transactions under the
general ledger accounts affected.

Munis® Accounts Payable 2018.1 Page 9



= tyler

technologies

Invoice Entry—Partial PO/Contract Liquidation

This document provides instructions on how to enter an invoice that partially liquidates a purchase
order or a contact.

When you choose to enter an invoice against a purchase order or contract with in Munis, you are
relieving existing encumbrances to recognize actual expenses. The purchase order or contract amount
can retain encumbrance amounts and be used throughout the fiscal year for multiple payments
provided the total amount of the encumbrance on the purchase order or contract is not exceeded. An
increase to a purchase order’s or contract’s encumbrance will require purchase order or contract
maintenance on the original encumbrance.

Invoice batches should be created and submitted on a daily basis. Upon entry of an invoice, the amount
allocated to each general ledger (GL) account will appear as a memo balance, which subtracts the net
amount from the remaining available budget without displaying supporting invoice detail information
when reviewing the account. The invoice will be released through an approval process driven by the
accounts contained within the transaction. Upon completion of the approval process, the invoice is
posted, and can potentially be included in the next check run.

Before you can successfully complete this process, you must ensure that roles granting the necessary
permissions have been assigned to your user account. If the roles have not been established, contact
the system administrator to have them updated or added into the Munis system.

Confirm the following:

You have access to the accounts to which the invoice will be allocated.

A purchase order or contract against which the invoice is to be paid exists.

PO or contract receiving records have been entered by the individual departments.
The Accounts Payable Invoice Workflow process is established.
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Complete the following steps to enter an invoice against purchase order lines in Munis:
1. Open the Invoice Entry program.
Financials >Accounts Payable > Invoice Processing > Invoice Ent

< Invoice Entry - Munis

<« Q = = & [ = Iy % Q R A 0 ()

Back Search Erowse Output Print Display PDF Save Add Batch  View Batch ~ Resume Release  Approvals Output Post CHECKRUN |

Batch Information

Batch *

Effective date * =)

Year/Period *

Fund *

Cash account *

CHECK RUN
Due date ==

=| Enable TCM invoice barcode label printing

Invoice count
Amount total
Vendor hash

= Released

. tyler
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Click Add Batch.
Complete the fields to define the batch.

Click Accept.
The program displays the Invoice Entry screen.
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"E::!- Invoice Entry - Munis

€ v @

Back Accept  Cancel View Address  Joumal Info  Previous PO
Invoice S
Year 2018
PO l:l [ Receiving DBA
Contract
Vendor * 0 .
Address
Terms
Document * +
Invoice * “ Description
Gross * 00 Status On Hold h Department co Separate check

Voucher 235 Work order Include documentation
Discount date =] Disc basis 00| CHECKRUN 002 Work order task 0 PA applied
Discount % .000 Disc amt .00 Allocation 0 .
Net amount Invoice date * 03/10/2018 =] Requisition
Payment method Normal - Received date * | 03/10/2018 =] Lig method Line ~ | EComments
Check/Wire “ =] Due date 04/09/2018 =] Withholding (.00)
ACCOUNTS  LINE ITEMS
v
s AN
& < 0of 0 > »

5. Complete the fields, as required, Press Tab to display the PO Liquidation screen.
The Liquidation by Line screen displays all purchase order or contract lines.

o3 o, i H i H

%% Liquidation by Line

s Q @ ] 2 0 @0 P e A 0}
Back Search Attach Full Liguidate Modify Continue AddPQ POInguiry PO Status Add Accounts  Discard Changes

Invoice Information

Vendor 1000 ABC SUPPLY COMPANY | Close PO when fully liquidating
Document 6008 Net invoice amount 2,137.50
Invoice 2,137.50

Purchase order lines
PO Year Line | Line Description Open Qty Open Amt Recv Qty Lig Amount Inv Amount

20090045 2018 i Ul i 15.00 2,137.50 0.00 0.00 0.00

Total liqg amount 0.00 Total inv amount 0.00
Invoice lines
Line | Org Object Proj PO Amount

Total amount

6. To enter a partial payment, click Modify.
The received quantity displays in the Rec’v Qty column.

7. Enter the dollar amount to liquidate from each line in the Liq Amount column. Press Tab to move to
the Inv Amount column; the program completes the amount to be invoiced based on the liquidation
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amount entered. Continue until the liquidated and invoice amounts total the invoice amount.

.
- ...

"o+ Liquidation by Line

& v @ Q P
Back Accept Cancel Search PO Accounts
Invoice Information
Vendor 1000 ABC SUPPLY COMPANY w| Close PO when fully liquidating
Document 6008 Net invoice amount 2,137.50
Invoice 2,137.50
Purchase order lines
PO Year Line | Line Description Open Qty Open Amt Recv Qty Lig Amount Inv Amount
20090045 2018 1 | 10 police uniforms 15.00 2,137.50 [10.00%S 1,800.00 1,800.00
Total lig amount 1,800.00 Total inv amount 1,800.00
Invoice lines
1 11135000 5400 20090045 1,800.00
Total amount 1,800.00

8. Click Accept.
The program displays the accounts to be charged based on the liquidation and invoice amounts
entered in the Invoice Lines group.

9. Click Continue to return to the Invoice Entry screen.

10. Confirm all invoice information, as well as the general ledger accounts to be charged based on the
line liquidation selected, is correct.

11. Click Accept.

12. Click Add and repeat the preceding steps to continue adding invoices to the batch. When all
invoices are entered, click Return on the Munis toolbar to return to the Invoice Entry Batch Header
screen.

13. Confirm the invoice count and total, as displayed on the header to the invoices ready to be
submitted for approval and posting. In the event the batch total or count does not reconcile, click the
View Batch option to display a summary list of all invoices within the batch.

“s% Invoice Browse

File Edit Tools Help
€ v © Q = L= & ] g 5 Sm
Back Accept Cancel Search Output Print Display PDF Save Excel Word
Vendor | Name Remit | CHECK RUN Document Inveice Type PO Contract Invoice A,
1000 ABC SUPPLY COMPANY 1 002 6008 2,137.50 Normal 20090045 2,030.
< > v

14. Double-click a record to select it; the program displays it on the Invoice Entry screen.
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15. Update the record, as necessary, and return to the Invoice Entry Batch Header screen.

At any point prior to releasing your batch, you can make changes to the invoices:
1. From the Invoice Entry Batch Header Screen, click Resume.
The program displays the Invoice Entry screen.

Use the navigation arrows at the bottom of the Invoice Entry screen to find the record to modify.
Click Update and modify the information, as required.
Click Accept, and then click Return on the toolbar to return to the batch header screen.

When reconciliation is complete, the batch is ready for submission.

To release the batch when reconciliation is complete:

1. Click Release.
The Release check box on the Invoice Entry Batch Header screen is selected to indicate the
Released status.

2. Click Approvals to initiate the approval process.
To view the status of each invoice’s approval process, click Approvers while viewing a record.
The program displays a list of all required approvers, as well as actions taken on the invoice.

This batch has been released, and the approval process has been initiated. Each record will need to be
reviewed and updated by the required approvers. After receiving the required approvals, the invoice will
be posted. Once an invoice has been posted, it is no longer available for viewing in the Invoice Entry
program. Invoice detail is available from the GL Inquiry, Vendor Invoice Inquiry, Year to Date Budget
Reports, and Vendor Central programs.

A released invoice has a status of P-Pending indicating it is pending approval. Once the final approver
has taken action, this record will be updated to a status of A-Approved. If the invoice does not contain
sufficient receiving information, the invoice status will be T-Three Way Match. The invoice remains at

this status until adequate receiving records are added.

Required approvers will receive notification that they have a record pending their approval. The
invoices will flow through the approval process until the final step has been completed, at which time
the invoice will be posted. Once posted, detail records are available for these transactions under the
general ledger accounts affected.
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Invoice Approval

This document outlines the process for approving invoices.

Workflow approval rules are established based on specific department and general ledger accounts
from which an invoice is being paid. The accounts payable clerk releases invoices for approval after
scanning and attaching printed invoices. After all approvals are complete, the accounts payable clerk is
notified so the invoices may be posted to the general ledger.

Before you can successfully complete this process, you must ensure that roles granting the necessary
permissions have been assigned to your user account. If the roles have not been established, contact
the system administrator to have them updated or added into the Munis system.

Confirm the following:

You have permission to view department batches.

You have access to the Approvals card on Tyler Hub.

You are included in the Workflow User Attributes program as an approver.
Accounts Payable business rules are established to define required approval paths.
Pending approval records exist.
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Munis Workflow transactions are approved using the Approvals card on Tyler Hub.

Search

Favorites

4

Invoice Entry

ltems

Invoices Due Approvals Invoices Overdue

Payroll Earnings and Deductions
Invoices: What needs to be paid? H Purchase Order Central

Recurring Invoices

Invoice Number Invoice Date  Vendor Name Status Description Request for Check
Requisition Entry
100MHS 9i/13/2016  One Time Vendor Approved
Requisitions

To approve an item:

1. Double-click the Approvals card to list all items currently awaiting approval. Use the By
Process Code or By Date options to sort the items.

Approvals

BY PROCESS CODE |BY DATE

| All Process Codes

Approvals

RFC: Request for Check pending
20100027

RQC: Requisition pending conver BY PROCESS CODE

RQC: Requisition pending conversion

2.85 | All Dates Created Tue Feb 132018
Reason amount of this transaction is greater than the threshol

RQC: Requisition pending conver ) - . .
1530000 | RQC: Requisition pending conversion Dept co

285 Tue Feb 13 2018 Total Amount 2.85
RQC: Requisition pending conver Vendor DEF SUPPLY COMP
om0 | RQC: Requisition pending conversion Commodity

36000.00 Tue Feb 13 2018

RQC: Requisition pending conversion

0.00 Tue Feb 13 2013

REFRESH  EDIT SETTINGS
RFC: Request for Check pending approvals

20100027 Fri Feb 24 2017

REFRESH EDIT SETTINGS CLOSE

2. Review the items awaiting approval.
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3. To view additional information, click the Detail link to view the item in the applicable Munis
program.

Approvals

BY PROCESS CODE BY DATE RQC: Requisition pending conversion

All Dates Created  TueFeb 132018
Reason amount of this transaction is greatéwthan the threshol
RQC: Requisition pending conversion Dept
2.85 Tue Feb 132018 Total A
Vendor w ta
RQC: Requisition pending conversion Commo o T
36000.00 Tue Feb 132018 PP
F?sreﬂulsmor?.r 2(217(%0100109 Total Cost: $2.85

RQC: Requisition pending conversicn
0.00 Tue Feb 132018 ~ Requisition

Vendor Quote:
RFC: Request for Check pending approvals Type

. - (N) NORMAL - -

20100027 Fii Feb 24 2017 e

Department® - - =

(CO) CENTRAL OFFICE won | View ey “

REFRESH  EDIT SETTINGS Femmads -
D tion h -
‘ Copper wire
if tion Th hol
Buyer 0.00
(grantjewett) Grant Jewett
ne
line De ion at oM Uniit Price LineTotal GL Account Bid Itemn
x 1 Copper wire, 3AWG, THHN, Stranded 6.00 FEET $0.50000 $2.85 E () TECHNOLOGY
copper, 60OV, BI HARDWARE
-

4. To approve the item from the Munis program, select the Approve option in the Workflow
group, or in some programs, the Action/Approvers option on the toolbar.

e | )
€ |+ | e -] . e @
Back Add Excel Duplicate  Custom  Motes 51 Activate My Approvaks Artach
Intarface

Requisition: 2017/20100109 Total Cost: $2.85

Allocated, Dan Olson, 02/13/2018

~ Requisition
Vendor Quaotes (0) General Notes (0)

Fiscal Year® Requisition Created Date® Type Convert to
2017 Mumber® 02/13/201¢ | 2 (N} NORMAL - Purchase Order -
20100109
Purchase order Project Accounts Applied
Department*
Notify Originator When Converted or Rejected
(CO) CENTRAL OFFICE e | View fyEngneRer e federraEee
Review Motify Criginator of Overages
Commedity -

Receive by Amount

\ by Wav Match Requi
. Needed by # Three Way Match Required
Description =

| Copper wirel nspection Required
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5. To approve the item from the Approvals card, select the item to display the Workflow
options, and then select the appropriate action.

BY PROCESS CODE BY DATE

All Dates

285

36000.00

0.00

20100027

REFRESH EDIT SETTINGS

RQC: Requisition pending conversion

«| RQC: Requisition pending conversion

RQC: Requisition pending conversion

RFC: Reguest for Check pending approvals

RQC: Requisition pending conversion

Tue Feb 13 2018
amount of this transaction is greater than the threshol...

Created
Reason

Dept PR

Total Amount 3500000
Vendor JOHN DEERE
Commodity

Tue Feb 13 2018

Tue Feb 13 2018

Tue Feb 13 2018

Fri Feb 24 2017

APPROVE REJECT HOLD FORWARD CLOSE

When you select Accept, Reject, Forward, or Hold, the card provides an Optional Comment (Accept) or
Required Comment (Reject, Forward, or Hold) box. For required comments, enter the reason for the

action.

Button Description

Approve Identifies the record as approved, and sends notification to the next approver
in sequence.

Reject Rejects the item. You must enter a rejection reason. The program notifies the
originator of the rejection and reason. The originator determines the next
course of action (alteration and resubmission or deletion).

Forward Allows you to choose another Munis user to review this pending record.

If you are approving an item that has been forwarded to you, the Forward
option is not available.

Hold Retains an item in your approval queue for additional review. It will remain
here until further action is taken.

Depending on the action selected for each record, the status results differ.

If approved, the invoice is routed to the next approver until all approvals have been satisfied. A
notification is then sent to accounts payable personnel indicating that the invoice can be posted

Rejected invoices are returned to accounts payable personnel with a note regarding the reason for
rejection. The accounts payable personnel will need to take the next appropriate action, whether that be
updating the transaction and resubmitting for approval, or deleting records that will not be resubmitted.
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Any held transaction remains in the queue until further action is taken by the required approver.

Forwarded transactions will remain in the queue of the recipient indicated. The new recipient will be
required to approve or reject the invoice.

Once accounts payable transactions have reached the final approver, they will be posted. A workflow
notification will be sent to accounts payable personnel indicating that the invoice can be posted.
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Post Invoices

This document provides instructions on how to post approved invoices.

Workflow approval rules will be set based on specific department and general ledger accounts from
which an invoice is being paid. After all approvals are received, accounts payable personnel will be
notified so the invoices may be posted to the general ledger.

Before you can successfully complete this process, you must ensure that roles granting the necessary
permissions have been assigned to your user account. If the roles have not been established, contact
the system administrator to have them updated or added into the Munis system.

Confirm the following:

o All approvals on the invoice are complete.
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Complete the following steps to post accounts payable invoices:
1. Open the Invoice Entry program.
Financials > Accounts Payable > Invoice Processing > Invoice Ent

05}. Invoice Entry - Munis

< Q = = & | =) Y v 9 R A 0 (]

Back Search Browse Output Print Display PDF Save Add Batch  \iew Batch Resume  Release Approvals Output Post CHECKRUNI

Batch Information

Batch *

Effective date * &=

Year/Period *

Fund *

Cash account *

CHECK RUN
Due date ]

= Enable TCM invoice barcode label printing

Invoice count
Amount total
Vendor hash

= Released

2. Click Browse.
The program displays the Batch Browse screen.

-.' Batch Browse

File Edit Tools Help
& v @ Q & @B B & &
Back Accept  Cancel Search Output  Print  Display  PDF Save Bxcel  Word
Clerk Entry Date Batch ' CHECK RUN Count Invoice Amount | Released ~  Year| Perio Due Date Dept
dan.clson 02/13/2018 539 Feb28 3 1,007.94 Yes 2018 8 02/23£2018 co A
dan.clson 03/09/2018 551 March9 ) 319.85 Yes 2018 9 04/08/2018 co
dan.clson 03/10/2018 553 002 1 2,030.62 No 2018 9 03/20/2018 135
melfring 10/30/2017 506 2 855.00 Yes 2017 9 11/09/2017 135
melfring 02/18/2017 508 Dec30 1 760.00 Yes 2017 6 12/19/2017 135
melfring 02/15/2017 511 1 9.500.00 Yes 2017 8 02/25/2017 135
tinamugnai 06/14/2017 518 4 10,559.90 No 2017 12 07/14/2017 135
tinamugnai 06/30/2017 528 KNMe30 1 989.10 Yes 2017 12 07/30/2017 135 v
Search / Filter i Record
alvle . Treran f 22 of 34

3. Double-click the batch number to display the batch information on the Invoice Entry screen.

Click Output Post to display the Output Options screen. This screen provides the ability to generate
a proof report that provides purchase order (PO) liquidation information, a detailed invoice listing, as
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of this batch.

o L] e
Output Post | CHECK RUM Pst Sort

well as the journal entries to be created upon approval and posting

*4% Invoice Entry - Munis

€ Q =& @B B = A v (r] R A

o
Back Search Browse OQutput Print Display PDF Save Add Batch  View Batch Resume  Release  Approvals

Batch Information

~
Batch * 528
Effective date * 06/30/2018 =
Year/Period * 2018 12 JUN

Fund *

v:' Output Options
& v @

Back Accept Cancel

Cash account *

CHECK RUN
Due date Post Options
[ Include address line

Page break on type
Invoice count
| Include PO list
Amount total
Print PO create date
Vendor hash
Include contract list

Display account level budget only

5. Select the check boxes for the items to include in the proof report. Click Accept.
The program displays the Output dialog box.

6. Select the output options and click OK.
The program prints the proof report and does one of the following:

¢ If no errors were found during processing, the program displays the Post Batch confirmation
message:

! ) Post Batch

Mo errors detected. Post invoices?

a) Prior to clicking Yes, you must review the proof report for errors.
The report includes all approved invoices first followed by the invoices that are pending
approval, and lastly invoices that have a T status. T status invoices are those that do not
have adequate receiving records.

b) Once you are sure that the report is correct, click Yes to post the invoices to the general
ledger.

e |If errors are found during processing, the program displays an error message.
a) Click Yes to print the report without posting or click No to cancel.
b) If you click Yes, review the report for any errors and make any corrections.

c) Once errors are fixed, click Output Post again to print the report and then post approved
invoices to the general ledger.

Note: Any unapproved invoices within the invoice entry batch remain in the batch until
approved. The invoice status will remain as approved; however, the invoice will no longer be
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accessible through the Invoice Entry program. The invoice can be viewed through the Vendor or
Invoice Inquiry programs.

The invoices are posted to the general ledger. Any unapproved invoices within the invoice entry batch
will remain in the batch until approved.

The invoice status will remain approved; however, the invoice will no longer be accessible through the
AP Invoice Entry program. The invoice can be viewed using the Vendor Inquiry or Invoice Inquiry
programs.

A journal entry is created with the source code API, debiting the expense accounts charged on the
invoice and crediting accounts payable. If an encumbered contract or purchase order was liquidated
through the process, the journal will also include a POL journal that credits the expense account and
debits the reserve for encumbrance account.

Invoices can now be selected for a check run using the Select ltems to be Paid program.

Munis® Accounts Payable 2018.1 Page 23



	Objective
	Overview
	Prerequisites
	Procedure
	Results
	Status Change
	What’s Next?
	Objective
	Overview
	Prerequisites
	Procedure
	Results
	Status Change
	What’s Next?
	Objective
	Overview
	Prerequisites
	Procedure
	Results
	Status Change
	What’s Next?
	Objective
	Overview
	Prerequisites
	Procedure
	Results
	Status Change
	What’s Next?
	Objective
	Overview
	Prerequisites
	Procedure
	Results
	Status Change
	GL Impact
	What’s Next?

