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Munis How to Documentation Invoice Entry and Processing

HOW TO ENTER AN INVOICE
Overview

Invoices are entered into MUNIS in batches. Each department will enter their own batches. Once a
batch is complete a Proof Report will be printed and submitted within the department for authorization.
The signed Proof Report and invoices will then be submitted to the Auditor's department where the
batches will be posted.

Use the following path to access the Invoice Entry Batch Header screen from the menu.
Financials
D. Accounts Payable
B. Invoice Processing Menu
A. Invoice Entry/Proof

[®] 4P Invoice Entry - MUNIS [MENDOCINO COUNTY TRAINING DB] (=13
My File Edit Tools Help
AV S HaE LG Y RaH 0|6 et B
| addBach | Batch
Fund
CHECK ALN
Effective date pid
CHECK RUN Pst Year/Penod
Invoice count
Amount total
Released
Change “'r/Per
Single Check
Update CHECK, RUN
Add a new batch of invoices, SR

Click the Add Batch button located on the side Bar

The Batch, Fund & Cash Account fields will all pre-fill and should not be changed.

NOTES:
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TAB down to the CHECK RUN field and enter the date of the next check run (this should be a Friday).
This should be entered as 6 digits with no slashes. For example April 13, 2007 should be entered as
041307. When the checks are run it pulls in all invoices based on this field so it is important that
the data be entered correctly and the correct format is used.

Due Date, Effective Date, Year/Priod - these all pre-fill and should not be changed.

The remaining fields are not accessible; the system will automatically update these fields as you enter
invoices into the batch.

Click Accept v

to proceed to the AP Invoice Entry screen.
The Year pre-fills and can not be changed. The cursor will be sitting in the PO field.

Only GSA will be entering invoices against PO’s .

TAB to the Vendor field. If you know the vendor number you can enter it or click the === to find the
vendor number. You will see the following dialog box:

@ Vendor Help g@@l

File Edit Tools Help

‘v X oS
Yendor Alpha

Yendor &lpha. VR

NOTE: The Alpha field is a 20 character field representative of the 40 character payee field. Generally,
you can enter the first several characters of the last name of a person or the first key word of a vendor’s
name and click accept. Use uppercase letters and do not leave this field blank which would search the
entire vendor database.

NOTES:
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@ Yendors g @ @
File Edit
v X FR=1 wi [® | | & @
Vendor | Alpha Sort Address 1 Address 2 City Ste | Zip =
SUPPLY
1 ABCSUPPLY CO 1 tain 5t Chicago IL 0zzm
| 58 ABLE COMCRETE 3610 Morth Elm St High Paint NC
430 Abzolute Auto Body 2100 Linberg St Greensbora NC 27419
10 Adams R Adams 40 Maybery Ln East Chester IL 05403
30 Adams Tree Service 137 Woodhine Dr Greensharo NC
73 Advantage Paper 45 Fare St Hendersonwille NC 03122
2 Aliance Inc 101 Commercial St Buffalo N 03210
83 Alfance Protection 302 Unitp 5t FRialeigh MNC 03a01
31 ANDREWS, SUSAN S MAPLE LN Raleigh NC 03802
201 ARS & Associates 210 Dennett St Partsmouth [
23 AUAC 943 Industrial Ave Charlotte NC 04401
5715 BBET State Credit Un 2100 Wharf 5t Bostan I, 04310
99 BOISE CASCADE 100 LINCOLN STREET BILLINGS MT 05991
1000 CALIFORMIA POWER CO 130 COMMERCIAL 5T LOS &MGELAS Ca 04302
230 Cane Kieth 35 Andowver St Havard bt 04302
4443 CAP AUTO SUPPLY 3450WILLIAMS BLVD MOMNTROSE co
29 Carter Jannette 5409 Maple St Charlotte MNC 05403
4423 COCO COLA 1 MAIM 5T ATLANTA, G, mz
1701 Colonial Insurance C 339 Unian Hwy Albany MY 03211 v
: Sezrch/Fiter Record .
@ g Il 7 B . 1/80
R

Select the vendor from the list using one of the following methods.
» double click on the line with the vendor
» single click on the line with the vendor and click Accept
» single click on the line with the vendor and hit the Enter key

v

You will return to the Invoice Entry screen. The vendor name and number will have pre-filled. TAB.
twice — the vendor address will pre-fill and should not be changed.

Remit - pre-fills and should not be changed. TAB
Document - pre-fills and should not be changed.

Invoice - enter the vendor’s invoice number. (Refer to Auditors AP Procedure documentation for more
details). This field holds 20 characters but only 12 will show on the check.

Gross Amount - enter the full amount of the invoice. TAB
Disc Date — leave blank. TAB which will skip the other Discount fields .

Payment Method - will pre-fill with Normal and should not be changed. TAB which will skip the Chk/Wire
Number and Date fields.

Desc - enter the description that will print on the check stub for the benefit of the vendor. This is limited
to 25 characters and should all be uppercase. Additional information for department use may be entered
in the Comments field as explained later in this document.

NOTES:
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Status - pre-fills with ‘A’ and should not be changed. TAB

Voucher — this field will pre-fill and should not be changed unless your department was given specific
instructions. (may be blanked out) TAB

CHECK RUN - pre-fills and should not be changed. TAB

Invoice Date - pre-fills with today’s date and should be changed to reflect the actual date on the vendor
invoice. TAB (Refer to Auditors AP Procedure documentation for more details).

Due Date - pre-fills and should not be changed. TAB

Dept/Loc - pre-fills and should not be changed. TAB

Work Order — not currently being used by Mendocino County. TAB
Allocation - not currently being used by Mendocino County. TAB
Req — leave blank. TAB

Lig Meth — this field is only accessible for invoices with PO’s

Sep Check - only use per specific instructions. TAB (Refer to Auditors AP Procedure documentation for
more details).

Include Documentation — leave blank. This field is not being used by Mendocino County. There is
another process in place to identify vendors that require documentation.

If you wish to use the Comments section you should click on the Comments button. If you tab out of this
field skips over the comments button and brings you directly to the line set. Note: Comments can
always be added later if this happens.

Comments — you must click on this button if you wish to access this section. This is where you can enter
additional information required by the department that will not print on the check. Users will be able to
retrieve this invoice at any time and view the comments.

NOTES:

Update: May-07 v.1 5
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E‘] Invoice Comments
My FEile Edit Tools Help

v dBRR A= RBYRESE D Ses

[Fvoice comments

YR

Clicking on the Comments button opens up this screen. Click Update D and enter any additional
information. Click Accept ||/ to save your text. Click File, Exit to get back to the AP Invoice Entry
screen. —

Org - if you know the code you can enter it or use the ~===! button to find the correct code. TAB

Object - enter a valid Object within the default Org. To see valid objects, click on the ~=2=" button. TAB

Project — if this item is associated with a Project, enter the project code this item will be charged to or use
the ™ button to find the correct code

Inv Amount — pre-fills from the Net Amount.
o if the full amount is to be charged to this GL Account, TAB
o if the charge is to be split between multiple GL accounts, change the pre-filled amount to the
amount that is applicable to this account and TAB

1099 - if the vendor is set up to receive a 1099 at year end this field may pre-fill and can be changed if
necessary. TAB (Refer to Auditors AP Procedure documentation for more details).

A - used to indicate that the item being purchased is a fixed asset. In most cases this will pre-fill with an
‘N’ and should not be changed. TAB

Bud - pre-fills with a 1 and should not be changed. TAB

The next line will automatically pre-fill with the same Org/Object code that you just entered.

If there is still a balance of the invoice to be expensed change the Org, Object or both and complete the
rest of the fields. Continue completing as many lines as necessary to fully expense the invoice. Click

Accept |«
The completed invoice should look similar to this:

NOTES:

Update: May-07 v.1 6
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[#] 4P Invoice Entry - MUNIS [MENDOCINO COUNTY TRAINING DB]

DEX

o My BE[EN Edit Tools Help
A% i & Accept Return ME DR REd AE ©ol|t
K Cancel Esc
I@ Lisplay = —
[é Outpt Cirl+p PO | ‘ [DF\ecelwng I
i - 3N ameurt Address [11255 STATEST |
= % 0 | |
Group Ent N
(GrowpErty | Vendor I 60 ...| Remt | | I |
Vendar name |REDDING'S AUTO BODY & TOWING | C/5/2 |ukIaH | |95482 |
Terms | |
Wiew Address
Joumal Info
Document 2 e Desc [SHOWS ON CHECK |
Invoice | 25454 )|
Gross amount 85.75 Status Alloc
Di e Vauche I
Disc basis CHECK RUN 041307 Liq meth ¥
Disc percent Inv date 04/13/2007 11 Sep check
et amount 85,75 Due date 0413/2007F  nig Include documentation
Payment meth Dept/Loc 1110
Chk.Awfire number l:l
Line Oig Object, Proj FO I Amount 1099 A | Bud
50.00
2MH 861022 3575 N1
Totak 8575
] Ol rese I Jm] sa
L L e = B | OVR

If you have another invoice for this batch click Add and continue until all invoices are entered. OR

Click File and Exit to get back to the Batch Header screen.

NOTES:

Update: May-07
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Invoice Entry and Processing

My File Edit Tools Help

[®] 4P Invoice Entry - MUNIS [MENDOCING COUNTY TRAINING DB]

CASH IN TREASLURY

Group Entry
LChange*'r/Per
Single Check
‘aucher Print

Update CHECK RUN

Add a new batch of invoices,

VX i@ nMAERD X ReH IR
BT Bath »
Wiews Batch
Fund 1100 COUNTY GEMERAL
Cash account [1100 ...| [moooo
CHECK AUN 1207
Due date 0441342007 €]
ENtective date
CHECKRUNPSt | yearrPeriod 2007 PR
Irevoice count
Amount total | 85.75
Quick Entry Wendor hash 160
Released

o=

OVR

The Batch Header will show the total number of invoices and amount entered.

Creating the Proof Report

When batches are complete they will need to be proofed before being sent to the Auditors office for

payment.

NOTES:

Update: May-07

v.1l
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|

[ 4P Invoice Entry - MUNIS [MENDOCIND. COUNTY, TRAINING DB] (=13
My File Edit Tools Help

ivX iR RnAaER X RO EE I |Gl

e T -
View Batch
Fund 100 .|  COUNTY GENERAL
Cash account [1100 ...| [moooo ...| CASHIN TREASURY
CHECK AU itz
Due date 0441342007 %]
Effective date 04132007 [
SR, Year/Period 2007 PR
Invoice count
Amount total | 85.75
Released
LChange*'r/Per
Single Check
Update CHECK RUN

Add a new batch of invoices, YR,

From the Batch Header, Click the Output-Post button located on the side Bar.

The Output Options window will appear
E‘]Dutput Options g@
My FEile Edit Tools Help

v S B g =30 *»

J/E Date | 0441372007 EIF

Hnclude address line:
Page break on type
Include PO izt
Frint PO create date

R

J/IE Date - pre-fills with today’s date, do not change
Check the Include Address Line box and page break on type
Leave other boxes unchecked

NOTES:

Update: May-07 v.1
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Click Accept M The Output window will appear. Click the File option (this will save the report to a
spool file so it will be accessible at any time) and note the number of the file. In this example the file
number is .016.

E‘] Qutput
Cutput type
(3 MUNIS printer Bl memic:
() Local printer Comment;, Creafez a FMOMIS zpoal file retriesvable friom Spool File Maintenance.
® e “ou may accept the default or enter your own file name.
Feport tithe

INVOICE ENTRY PROCF LIST |

Optionz
Landscape Copies + 3
] ” Caticel ]
Click OK

You should receive a Batch Verification message stating ‘No errors detected’. Click OK.

NOTES:

Update: May-07 v.1
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[#] 4P Invoice Entry - MUNIS [MENDOCING COUNTY TRAINING DE]
[GPN File Edit Tools Help

-

+ Eavorites
Reports
Menu Preferences

H@E R D W | S @

Group Entry
Change Yr/Per
Single Check.
“oucher Print

Update CHECK RUN

AT BatCh Batch
Yiew Batch
Fund 1100 COUNTY GENERAL
Cash account 1100 ~.| [mooo .| CASHIN TREASLIRY
CHECK RUM 041307
Effective date 041342007 ]
CHECK RUMN Pst Year/Period 2007 PR
Invoice count
Amount total ‘ 85.?5|
Wendaor hash &.160
Released

QYR
[Teark-T1 Whinwkat arinn Mananer - 1D fddrecs: 102 162 1 A2l

You will return to the Batch Header. Note that the file name shows at the bottom of this screen as well.

I‘Fhe spool file ‘apinvent.016' has been created -- 2 page(s). |

To view the report click My, Reports — this will bring you into your spool file.

@ Spool File Maintenance - MUNIS [MENDOCINO COUNTY TRAINING DB] E”E”g‘
My File Edit Tools Help

ivX BB HAS R REH B St

Mass Delete Files - LIST MODE -
Display Files Choose one of the menu options or use the toolbar to act on the highlighted file.

— MNOTE: vou can alzo highlight a file and double-click or press <ENTER to prewvisw.
Print Files

Uszer ID Spoal Name Repart Title Date Time Fages

MUz apinvent. 007 INWOICE ENTRY PROOF LIST 04/13/2007 0856 4
munis apinvent.002 INVOICE ENTRY PROOF LIST 041372007 0856 4
Uiz apinvent. 004 INWOICE ENTRY PROOF LIST 04/13/2007 0504 4
munis apinvent. 007 INVOICE ENTRY PROOF LIST 041372007 0%19 4
Uiz apinvent. 009 INWOICE EMTRY PROOF LIST 04/13/2007 0522 5
T apirwent. 013 INVOICE ENTRY PROOF LIST 04/13/2007 1024 4
munis INVOICE ENTRY PROOF LIST 041372007 10033 4

i B WOICE ENTRY PROOF LIST 4

Highlight the report apinvent.xxx and either click either the print or display icon to review the report.

Once the report has been reviewed, if everything looks ok print a copy and attach it to the invoices.

NOTES:

Update: May-07 v.1 11
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Give the Proof report and invoices to the appropriate person within each dept for authorization. The
signature should be placed next to the Report Post Total on the Invoice Entry Proof List.

Once the authorized person has signed the report the report and invoices can be sent to the Auditor’s

office for posting and processing.

NOTES:

Update: May-07

v.1l
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