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Legend of Munis Buttons

The following table provides descriptions for the Munis ribbon groups and buttons. If a
button is dimmed on a program screen, the selection is not available.

Button Description
Confirm
u Accept saves information after you create or update a record. This
button is often highlighted when adding, updating, or searching
Accept for records.
@ Cancel ends an operation, such as adding or updating a record.
Cancel
Search
Q Search finds records in a program. Search is often used to create
an active set of records before proceeding to another step, such
Search as printing a report, purging records, or posting invoices. In many

cases, you can use wildcard characters to further define a search.

Browse is available when an active set of records exists, or after
an active set is created using the Search or Define buttons. The
Browse browse screen displays a list of all the records in the active set.
You can sort, view, or export data from the browse screen. On a
browse screen, the Excel button exports the data directly to a
Microsoft® Excel spreadsheet.

b Query Builder creates a query based on an expression or
_ mathematical equation. This option assists in finding records that
Query Builder meet very specific criteria, but that cannot be defined by entering
data directly into a field. When you click Query Builder, the Query
Wizard screen (similar to the expression builders found in
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Button Description

Microsoft Excel or Microsoft Access) provides options for creating
an expression based on the fields in the active program.

Actions

T Add enters a new record into the database. When you click Add,
entry fields become available with the cursor positioned in the first
Add field. The program may place default values in fields to save you
keystrokes, but typically you can replace the default values. Press
Tab to move from field-to-field or select a field with the pointer.
When the cursor is in a field, helpful information often displays at
the bottom of the screen. Some fields have an additional help
button that lists available field entries.

A
l Update adds data or changes existing data in a record. You can
change data in any active field. Fields that are not active typically
Update are part of the record key. The key is the field or combination of
fields that uniquely identifies the record from all other records. If
you need to change data in a key field, you must delete the record
and enter it again.

x Delete removes the record currently displayed from the program.
If the record is being used by another process, you cannot delete
Delete it. Once you delete a record, you cannot recover it.

Global provides the option for updating or deleting multiple records at
one time. Click the down arrow to access the global options available in
Global the active program.

Duplicate creates a copy of data and creates a new record in the same
program using the original data as a base. Once you duplicate data, you
Duplicate can modify the new record.

Output
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Button Description
E Print sends a report directly to your default printer. In many instances,
this output option provides the Output dialog box, which provides you
Print with multiple print settings and options. If a program has specific output

sort options or types, the program provides the appropriate options box
when you click Output Options.

% Text File saves a report to a file in the Munis spool directory. After
_ saving, you can display or print the report from the Saved Reports
Text File program. The Saved Reports program is available on the

Departmental Functions menu. To use the spool function from the
File menu in a specific program, click Output and then select File

under Output Type.
PDF creates the report in PDF format. The program opens the
document in the installed PDF reader. Note: The PDF button is only
PDF accessible if the Output to PDF permission is granted in Munis System

Roles for at least one role assigned to your user ID.

Q Preview immediately displays a report on the screen. For this
_ option, the program provides the report in HTML format with no
Preview page breaks.
Office
Excel exports the active set of records to a Microsoft Excel
spreadsheet.
Excel

e If you click Excel from a browse screen, the program
immediately exports the data and opens the Microsoft Excel
application.

e If you click Excel from a master program or subprogram
screen, the program displays the Export Filter screen. Use this
screen to specify the data field values to export to Microsoft
Excel. When you click Save and Exit, the program opens
Microsoft Excel with the selected data in the active worksheet.

5|Page



MUNIS END USER MANUAL | EMPLOYEE EXPENSE CLAIMS

Button Description

In each case, the program inserts hyperlinks to the individual
Munis records.

The file created during export is automatically saved to your Munis
directory; use the Save As feature in Excel to save the file to a

new location.
Word creates an active set of records to export into Microsoft
Word. It is especially useful for spooled reports. This option
Word enables you to format the report in Microsoft Word prior to
printing.
Email creates an email message that contains a hyperlink to the
. active record. When the email recipient clicks the hyperlink, Tyler
Email Dashboard opens, and in turn opens the Munis program with the

linked record as the current record.

Note: This feature requires that the Tyler Dashboard be enabled.

Schedule displays the Appointments screen, which schedules meetings
that are associated with the active record. When you click Add on the
Schedule Appointments screen, the program creates an email message

containing meeting start and end times, and a meeting description. You
can define the meeting times and modify the description, as appropriate.
When the email recipient accepts the meeting, it is automatically added
to his or her Exchange calendar.

Tools
@J Attach allows you to view, add, or delete documentation related to the
current record.
e If your organization uses Tyler Content Manager (TCM), the
Attach Attachments option displays a Document Mappings dialog box.
When you select an available mapping, the program opens
TCM.

o If your organization does not use Tyler Content Manager, the
Attach option provides a Munis Attachments screen, where you
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Button Description

can add or access documentation from your Munis server. If
you change the original document, the attachment is not
automatically updated. To keep attachments current, you must
update the original documents and manually attach the
updated files.

Note: This option is accessible only if the View Attachments and
Associated Documents check box is selected in the Roles — Munis
System program. In addition, the TylerCM for Munis Settings program
must get setup to accommodate your attachments preference.

Notes provides the option for adding or updating notes for the selected
record. If more than one type of Notes options are available, click the
Notes down arrow to select the applicable notes option and add or update a
note using the Text Editor program.

\ Notify provides integration with the Tyler Notify program, which provides

.\ options for contacting Munis customers by telephone, email, or text
message using predefined content.

Notify
Note: This feature is only available if your organization has installed and
implemented Tyler Notify.

Q Audit provides the audit history for the selected record.
Audit

ﬁ MapLink provides integration of map data sources with Munis

. programs. The MapLink application is not launched as an
MaplLink interactive application; however, you are able to view a data set
in Munis that has been modified during a MapLink session. Click
the down arrow for MapLink options.

o Alerts allows you to add or view all reminder alerts or reminder alerts for
the current record. Reminder alerts distribute emails at specified dates
Alerts as a reminder of upcoming events or activities that require attention.

Reminder alerts are established using the Alert Administration
programs on the System Administration menu. The Alert programs are
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not available for use with all Munis programs. Click the down arrow to
manage alerts.
Menu
E The Menu group provides options specific to managing data in the
active program and options for accessing related programs. The options
More in this group vary by program; for programs with multiple options, click
the More arrow to view the complete list.
Return
u Return closes the current screen and returns you to the previous screen
of the active program.
Return
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Employee Expense Claims

Within this section, you will learn:

v How to your estimated travel expense.

v’ How to enter your actual travel expense.

v How to approve a travel expense claim.

v How to attach documents to your travel expense claim.

Process Flow Overview

The Employee Expense module is designed to facilitate the entire employee travel, approval and
cash advance processes. Employees who have an upcoming work-related trip will need to submit
a claim in the Munis system, which will trigger the required workflow approvals.

Prior to the trip, the employee will enter the estimated cost of their trip into Munis screen and when
they return home from their trip, they will have 30 days to submit their final expense claim.

When the final expense claim is submitted, one of the following 3 situations will apply:

1. Your actual claim is greater than the cash advance you received

In this scenario, when you finish entering the actual claim it will be sent through workflow for
approvals before you receive your check. . (i.e.: review for available budget, AP approval,
CFO approval, COO approval if applicable, Chairman approval if applicable, issue payment
to employee, etc.)

2. Your actual claim is the same amount as the cash advance

After the Department Admin verifies your actual claim, no further action is required.

3. Your actual claim is less than the cash advance

What this means is you need to submit the difference between the estimate and the actual
amount to the County. After the Department Admin reviews your actual claim, the transaction
will be forwarded to AP and AP will process an “overpayment” in Munis. You will have 15 days
to reimburse the County using cash, check, or money order. If you do not attempt to reimburse
the County, then the amount will be deducted from your pay check.
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Estimated Travel Expenses

Prior to a trip, please use an existing Excel claim form to estimate costs (hotel, conference, airfare,
etc.). In Munis, create an expense claim and attach your Excel claim form as supporting
documentation. Once the transaction is saved in Munis, the claim will be in the “estimated created”
status mode.

How to Enter Your Estimated Travel Claim in ESS (Employee Self Service)

Employees can now enter their own travel claims through ESS and have administrative personnel
in their departments finish the claim and submit them to Finance for payment.

1. Go to ESS at the following website: https://selfservice.claytoncountyga.gov.

2. Log in using your employee number and password. If this is the first time logging in, your
password will be the last 4 digits of your social security number. If you have issues logging
on to ESS, please send an e-mail to Human Resources at hress@claytoncountyga.gov or
call (770) 473-5801.

3. Click on Expense Reports.

Welcome to Employee Self Service

Home
Announcements

Benefits

ax form delivery. You can view your Life Events

data
open mote options. We2 i i nal
Expense Reports
and then Direct Deposit,

gy or call (T70) 473-5801 to get it changed. Employee Notifications

Pay/Tax Information

Personal Information

Time Off

Employee Self Service

Employment Opportunities

Personal information bdoee

4. Click Add a new claim.

Expense reports

5. Enter your claim type as EMPLOYEE TRAVEL - ESTIMATED, your department, a
description, Start date of travel, Start time (please be specific if you are flying to your
destination), End date of travel, End time, Destination City and State. Click Continue.
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Claim type EMPLOYEE TRAVEL - ESTIMATED r
Department* INFORMATION TECHNOLOGY v

Description*® CONFERENCE

Event CONFERENCE b

Start date*® 05/20/2019

Start time K

NOTE: Use HH:MM format. For example, use '08:30' for 8.30 am, '17:00" for 5 pm.
End date* 05/24/2019

. 15:30
End time

NOTE: Use HH:MM format. For example, use '08:30" for 8.30 am, '17:00" for 5 pm.

Destination city* MIAMI

Destination state® FL

Destination country | |

6. Click on the + beside Unit Expenses. Then click Add an expense.

Add an expense

There are currently na unit expenses for this claim.

7. Enter expenses as needed. Click Save expense after each type entered.

a. Airfare: Should be entered as one expense, with the amount being the cost of the
airline ticket.
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Expense information

AIRFARE v Y

@ $ 150.00

Cash
advance

Date
incurred

Comments

3

b. Baggage Fees: Should be entered as 2 (1 for departure, 1 for returning) at the
cost of the airline baggage fee. Enter Cash Advance of total amount to be given
to the employee.
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Expense information

BAGGAGEFEES W

2 @ $ 50.00
$0.00

Cash

60.00
advance

Date
incurred

Comments

v crpeee S e

c. Conference Fee: Should be entered as one expense, with the amount being the
cost of the conference fee.
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Expense information

CONFERENCE FEE ¥ W

@ § 200.00

Cash
advance

Date
incurred

Comments

o s I o

d. Lodging: Should be entered as one expense, with the amount being the cost of
the lodging.
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Expense information

LODGING y W

@ $ 350.00

Cash
advance

Date
incurred

Comments

v crpree [ e

e. Meals: Should be entered as one expense, with the amount being the full amount
of the per diem. Enter the Cash advance of total amount to be given to the
employee. This information can be found on the GSA website
(https://www.gsa.gov/travel/plan-book/per-diem-rates/per-diem-rates-lookup).
The employee gets paid 75% of the rate on the first and last day, and subtract $5
from the total amount. In this case Miami’s meal per diem is $66 a day with $49.50
on the first and last day (49.50 + 66 + 66 + 66 + 49.50 = 297)
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Expense information

i -
MEALS v Y

1.00 @ $ 297.00
$213.50

Cash

297.00)
advance

Date
incurred

Comments

v e [ et

8. Click the + beside Attach supporting documents. Click Choose File to upload your
required documents.

Attach supporting documents

ClaytonLogo_jpg.jpg Remove

Choose File | No file chosen

9. Click Review. Verify all the information placed in your claim. Once verfied, click Submit
Claim.
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Verify Expenses

Clalm detalis
Comments
Claim type
Status
Department
Event

Start date

End date
Destination city
Destination state
Cash sdvance

Amaunt claimed

Per unit expenses
Date

AIRFARE

BAGGAGEFEES

CONFERENCE FEE

LODGING

MEALS

Attached documents

Claytanloge jpgipg

[“socc [ suom i

FORMATION TECHNOLOGY

Comments

L4
y 20, 2019 10:00 AM

24 2019 X230 PM

Cash advance
0.00
60.00

28700

247
5

$357

2 8 BB

$1,057.00

10. Once the claim is submitted, you will receive a confirmation message, with your claim
number at the top. Be sure to give this claim number to your administrative personnel who
handle the claims in your department.

Confirmation

o Your clnm, numiber 2334, was succ

Claim details

fully submitted. @

Comments
Claim type
Status
Department
Event

Start date
End date

Destination city

CONFERENCE

EMPLOYEE TRAVEL

Entering

INFORMATION TECHNOLOGY

CONF

ENCE
Manday, May 20, 2019 10:00 AM
Frigay. May 24, 2019 3:30 FM

BLAMI

11. If you are the administrative personnel for your department, login to Munis, search for the
employee’s claim by entering the claim number, and skip to step 13 below.
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*gh  Expense Claims [TEST DATABASE Apr 7 2019]

= q m + @ x > & @B B & 2 B & o e e o +« o o

150000 15200

How to Enter Your Estimated Travel Claim in Munis
To enter estimated claims, follow the steps below:

1. Click on the Tyler Menu.

2. Click on Financials > Employee Expense > Expense Claims.

3. Click on Add.
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: »  Expense Clair=z [TZ=T DATABASE Apr 7 2019]

gy
(X
o
Back Search Browse pdate

Claims

Claim number
Claim template *
Claim status *
Employee number *
Customer
Employee location
(= Notes
& Employes Address

DETAILS  DATES TOTALS  PAYMENT

Start date 8
Start time
End date ]
End time

PER DIEM EXPENSES ~ UNIT EXPENSES

4. Click on the Field Help -***

INFORMATIONAL EXPENSES

Entered by

Dept *

Default segments
Default project
Fiscal year *
Event

Allocation code

RELATED ITEMS

Aftach

Current Year

Overpayment

Next Year

Destination city
Destination state
Destination country

Comment

button to the right of the Claim Template field. There are several

templates which have been pre-defined by the County. Each template represents a type of
expense you are claiming. Please choose the one that best describes your circumstance. As
an example, we are going to select the Travel option.

5. Enter the Employee Number for the person who will be traveling. If you do not know the

Employee Number, you will be able to use the Field Help “***

6. Enter Start Date, Start Time, End Date and End Time.

7. Enter the Destination City & Destination State.

to look it up.

8. Include Comment (purpose of the trip). If you're traveling to multiple cities in one trip, type

“Multiple Cities” and include the destination information.

destinations to enter into the Destination City and Destination State fields)

19|Page
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& v @

Back Accept  Cancel
Claims
Claim number 2331
Claim template * EMPLOYEETRAVEL
Claim status * 1 - Estimated, Entering
Employee number * 23731 ...
Customer

Employee location | 1200
= Notes
= Employes Address

DETAILS  DATES TOTALS  PAYMENT

Start date * 05/13/2019 | @

Start time | 12:00 12:00 PM
End date * | 05/17/2019 =]
End time | 12:00 12:00 PM

"::E'_- Expense Claims [TEST DATABASE Apr 7 2019]

=
[

Entered by
Dept *

Default segments

Default project
Fiscal year *
Event
Allocation code

lancemitchel

1200 FINANCE/ACCOUNTING
101-10-1200-1001-0000-1510-511100-

2019 ® Current Year

Next Year

Destination city *
Destination state

Destination country

Comment *

9. Enter estimates and cash advance amounts in the Unit Expense section.

UNIT EXPENSES

ltem Quantity |UOM
AIRFARE 0.00 | each
BAGGAGEFEES 0.00 | each
COMFERENCE FEE 0.00 | each
GAS 0.00 | each
LODGING 0.00 | each
MEALS 0.00 | EACH
LUNCH MEAL 0.00 | each
MILEAGE 0.00 | each
PARKING 0.00 | each
RENTAL CAR 0.00 | each

VAL e flmans

Unit Amt/Rate
000
000
000
000
000
000
000
580
000
000

Est Amt
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

Cash Adv | Date
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

United States

(B[R [R B EB|ER BB ER ER ER

Comment

10. Click on the Attach button to attach your Excel claim form to your Munis expense claim. Refer
to the How to Attach a Document section for more information on how to attach a document.

0

Attachments

11. Click Accept.

v

Accept

12. You will then be asked if you would like to update the status of the claim to 2 — “Estimated,

Created”
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JJ Munis

All header and estimated detail fields have been populated and claim is
ready for account allocation.

Do you wish to update the status to Estimated, Created?

Yesg Mo

T T T

a. If you click “Yes” — the claim will move into 2 — “Estimated, Created” status which will
notify the designated Departmental Admin that the claim is ready for review. You will
no longer be able to make any updates to the claim.

b. If you click “No” — the claim will remain in the 1 — “Estimated, Entering” status which
will allow you to make more updates until you are ready to notify the designated
Departmental Admin. The information already entered by you will be saved so that you
can make additional changes.

13. Click Allocate in the Ribbon at the top of the screen.

CII
P (R) G = (A) L
Attach Receipts GL Project Allocate | Related
Required Allocations  Summary ltems

14. Click Allocate by Account. Currently, the County does not have any allocation codes set up,
therefore, you will not need to use Allocate by Code.

- . 1 1

'+ Employee Expense Claim GL Allocation

€ v Q@ Q e c 0o 0 © 0
Back Accept Cance Search Update Check Allocate By | Allocate  Browse Invalid Browse Invalid

Budgets Accounts By Code GL Accounts Project Accounts

Claim Detail

15. You will be asked if you would like to proceed. Click Yes
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' Munis

)

All expense lines will be allocated using a single set of accounts. If a
single set of accounts is used, the current allocations will be replaced.

Are you sure you want to proceed?

Yes Mo

16. Use the Field Help """ menu to either select the Project Account or Account. You will only
use Project Account is your Expense Claim is related to a project.

a. If you are entering a project account, ensure that the PA Type is set to E for Expense.
Once the project account is entered, the General Ledger account will default.

b. If you are not entering a project account, you will only need to complete the General
Ledger account information. Ensure that the T (Type) field is set to E for Expense.

PA Ty Project Account T |Account
E - - | E

17. Click on Check Budgets

Q 5 : (A] (A] L

Search Update Check Allocate By  Allocate  Promote Claim
Budgets Accounts By Code to Allocated

18. Click Promote Claim to Allocated to allocate the claim.

Q £ : (A] (A] G

Search Update Check Allocate By  Allocate | Promote Claim
Budgets Accounts By Code to Allocated

19. Select Release.
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€ a @§ + » x D & A b B = B % 0 © o ole |u

lance.mitche!
1200 FINANCE/ACCOUNTING

EMPLOYEETRAVEL EMPLOYEE TRAVEL CE/AC
segments| 101-10-1200-1001-0000-1510-511100-

4 - Estimated, Allocated h
b 23731 ... = LANCE MITCHELL

2019 * Current Yea Next Year

DETAILS DATES TOTALS  PAYMENT

20. If you verify “Yes” to release the expense claim, the workflow will automatically forward the
transaction to the designated Departmental Admin for verification.

Actual Travel Expenses

After you return from your trip, you have 30 days to submit the final claim. You will open your
existing claim in Munis, which in in a status mode of “estimate complete” and update it with the
actual expenses. You will then need to attach your receipts using Tyler Content Management
(TCM) tools.

Once you save you Claim, the system will change the status to “actual entered”.

How to Enter Your Actual Travel Expenses in ESS

Employees can now enter their own travel claims through ESS and have administrative personnel
in their departments finish the claim and submit them to Finance for final payment.

1. Go to ESS at the following website: https://selfservice.claytoncountyga.gov.

2. Log in using your employee number and password. If this is the first time logging in, your
password will be the last 4 digits of your social security number. If you have issues logging
on to ESS, please send an e-mail to Human Resources at hress@claytoncountyga.gov or
call (770) 473-5801.

3. Click on Expense Reports.
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Welcome to Employee Self Service

Announcements

Clayton County Employees, Walcoms

We are the Empl

The ESS is & p

Currently
dependenits, but
currently cvailable.

Please validate yoeur bank routing numb-er. account numbaer, and account type for direct depesit, Click on Pay/Tax infermation and then Direct Deposit.

f any of you

if you are enrolled in benefits for the o

v

if you nead assistance, the HR/Benefi

Personal information

4. Your entered claims will be displayed. Once you have found the claim

ur infarmation that you cannot change is incorrect, please send an e-mail to Human Resources at b

OPEN ENROLLMENT 2019

Manday, April 1 - Friday, April 12, 2019

enrollment WILL NOT autcmatically renew. Failure to re-enroll will result

hone numbers, emergency contacts, and tax form deli
e information i loaded and validated, we will open more opt

¢ call (T70) 4735801 1c

view your

inistration Team will be available during Open Enroliment: Monday - Friday T:00am - S:30pm or Saturday, April 6 8:00sm - 12:00pm.

enter the actuals for, click on the Claim number under the Id column.

ars. W2 infarmation is nat

in your current coverage ending on May 31, 2019, Plan information and costs are

Home

Employee Self Service
Benefits

Life Events

Expense Reports
Employee Notifications
Pay/Tax Information
Personal Information
Time Off

Employment Opportunities

you would like to

Expense reports

Dats
$/20/2019 - /2472019

A728/2018 - 5/,

A/2T/2019 - 4730/

CONF

Spring GMIS 2015
CONFERENCE

TYLER CONNECT

I

ot

Created

5. Click on Update and then click on the + beside Unit Expenses.

SLOSTO0  cow
§72950  gooy
531350
28227

Claim details

Claim 2255
Claim details
Comments
Claim type

AIRFARE
BAGGAGIFLES
CONFERENCE FEE
GAS

LODGING

MIALS

LUNCH MLAL
MILLAGL
PARKING
RENTAL CAR

Artached documents

There are no documen:

24|Page
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El Unit expermes

Expense
AIRFARE
BAGGAGEFEES
CONFERENCE FEE
GAS

LODGING

MEALS

LUNCH MEAL
MILEAGE
PARKING

RENTAL CAR

& Attach supporting documents

Comments Date

$500.00
$0.00
£0.00
§22050
$0.00
$0.00
$0.00

50,00

Add an ynpeoie

undate | delate
uRdats | delets
uRdate | delete
urdale | delete
uRdale | datate
undale

uRdate | detats
undate | delets
urdate | detete

uindate | delete

6. For any County paid items (example: Airfare, Conference Fee, Lodging, etc.), click Delete
to remove these items.

El Unit expermes

Add an ynpeoie

Expense Comments Date Amount
AIRFARE $0.00  update | delsts
EAGGAGEFEES $0.00  wpdate | delete
COMFERENCE FEE 350000  update | delste
GAS $0.00  wedate | delts
LODGING 5000  ypdate | daiste
MEALS $22950 ypdale

LUNCH MEAL $0.00  update | delets
MILEAGE $000  wpdate | delete
PARKING $000  update | delste
RENTAL CAR SO00  update | detete

& Attach supporting documents

7. Enter any additional expenses occurred while traveling.

o Parking: Should be entered as one expense, with the amount being the total
amount of parking tickets and/or Uber, Lyft, taxi, etc. Enter the Date incurred.
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Expense information

Expense | L}
= PARKING v

1 @ $§| 40.00
$0.00

Estimated

$0.00
amount

Cash
advance

Date
incurred

05/24/2019

Comments

=] =

8. Click the + beside Attach supporting documents. Click Choose File to upload your
required documents. Required documents upon returning include:

26|Page

Hotel receipts
Baggage fee slips
Parking receipts
Uber/Lyft/Taxi receipts

Meal receipts ARE NOT REQUIRED.
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Attach supporting documents
ClaytonLogo_jpg.jpg Remove

| Choose File | No file chosen

9. Click Review and once all information has been verified click Submit Claim. 10.

Verify Expenses

Claim details
Comments Sprng GMIS 2019
Claim type

Status

Department

Event

Start date

End date
Destination city
Destination state
Destination country

Cath advance

Amoun t claimed

Per unit expanses
Date Comments Cash advance Amount clalmed

MEALS 5/242019

PARKING 5242018
§135.50 $260.50

10. Once the claim is submitted, you will receive a confirmation message, with your claim
number at the top. Be sure to give this claim number to your administrative personnel who
handle the claims in your department.
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Confirmation
o Your claim, number 2255, was successfully submitted. (]

Claim details

Comments Spring GMIS 2019

Claim type EMPLOYEE TRAVEL

Status Entering

Department INFORMATION TECHNOLOGY
Event CONFERENCE

Start date Sunday, April 28, 2019

End date Thursday, May 2, 2019
Destination city Athens

Destination state GA

11. If you are the administrative personnel for your department, login to Munis, search for the
employee’s claim by entering the claim number, and skip to step 10 below.

How to Enter Your Actual Travel Expenses in Munis

To enter actual expenses incurred, you will perform the following:

1. Click on Financials > Employee Expense > Expense Claims. Search for your claim number
by clicking the Search button.

E:'. Expense Claims [TEST DATABASE Apr 7 2019]

€ Q + [E L & & B S| ] & o
Back Search Browse Add Update Output Primt Display PDF Save Emiail Schedule Attach Overpayme

Claims

Claim number * Entered by

Claim template * Dept *

Claim status * hd Default segments

Employee number * = Default project

Customer Fiscal year * Current Year MNex
Employee location Event

= Notes Allocation code
& Employee Address

DETAILS DATES TOTALS  PAYMENT

Start date £
Start time
End date |
End time
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2. Enter your Claim Number then press Enter

"E::*.. Expense Claims [TEST DATABASE Apr 7 2019]

€ Q + B X & [ B = =

Back Search Browise Add Update Delete Qutput Print Display PDF Sawve Email 5cl
Claime
Claim number * 2331 Entered by lanc
Claim template * EMPLOYEETRAVEL - |  EMPLOYEE TRAVEL Dept * 120
Claim status * 2 - Estimated, Created - Default segments| 101
Employee number *| 23731 = LANCE MITCHELL Default project
Customer 0 scal year * :
Employee location | 1200 Event

& Notes Allocation code

= Employes Address

DETAILS DATES TOTALS  PAYMENT

3. Select Update in the Ribbon at the top of your page.

<« Q + (% X = i [&
Back Search Browse Add Update Delete Output Print Display

4. A box will pop up letting you know that you are now entering into Actuals, Click Yes.

\!) Munis

The claim status must change to Entering in order to update. If the

claim status is demoted to Entering. any allocation lines that were

created when the claim was promoted to Created status, or updated since,
will be deleted.

Do you wish to proceed with the status change and update?

Yes Mo
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5. On the Unit Expense portion of the screen, enter your Cash Advance, Dates and any
Comments. If you click on the calendar icon, you will see that the system defaults to today’s
date. You can override this if you don’t think this transaction is going to be completed today.

DETAILS DATES TOTALS  PAYMENT

Start date *| 05/13/2019 | @
Start time | 12:00 12:00 PM
End date * | 05/17/2019 =]
End time 12:00 12:00 PM

UNIT EXPENSES

AIRFARE 100 each 1,000 1.00 100 05/13/2019
BAGGAGEFEES 0.00 each 000 0.00 0.00
CONFERENCE FEE 000 each 000 0.00 0.00
GAS 0.00 each 000 0.00 0.00
LODGING 000 each 000 0.00 0.00
MEALS 0.00 EACH 000 0.00 0.00
TTINICH RAEAL NNN  azarhk nnn nnn nnn
Accept

6. Once Actuals are entered, click Accept.

7. A confirmation window will display. Select Yes, to update the status.

!) Munis

All header and estimated detail fields have been populated and claim is
ready for account allocation.

Do you wish to update the status to Estimated, Created?

fesg Mo

8. If you have receipts to attach, you will be using TCM. Detailed instructions are provided in the
How to Attach a Document section of this user manual.
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9. Once your attached the receipts and closed the TCM, you’ll be returned to the screen where
you can allocate the expense.

10. Click Allocate.

+ B X & @& B @ e} Y% (R} s o] O |¢
Add Update Delete Output Print Display PDF Save Emnail Schedule Aftach Receipts GL Projecy Allocate Felate
Required  Allocations  Summafy tem:

11. Click Allocate by Account.

v 7 Q 4 c (A (B (8
Accept Cance Search Update Check Allocate By | Allocate  Browse Invalid Browse Invalid
Budgets Accounts By Code GL Accounts Project Accounts

12. A window will display confirming that you want to proceed. Click Yes.
? Munis

All expense lines will be allocated using a single set of accounts. If 3
single set of accounts is used, the current allocations will be replaced.

Are you sure you want to proceed?

Yes Mo

13. Use the Field Help ““** menu to either select the Project Account or Account. You will only
use Project Account is your Expense Claim is related to a project.

a. If you are entering a project account, ensure that the PA Type is set to E for Expense.
Once the project account is entered, the General Ledger account will default.

b. If you are not entering a project account, you will only need to complete the General
Ledger account information. Ensure that the T (Type) field is set to E for Expense.
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“«* Employee Expense Claim GL Allocation

€ v 0O Q X

Back Accept Cancel Search Delete
Claim Detail
Claim number 2331
Status 2 - Estimated, Created
Employee LANCE MITCHELL
Amount to allocate 1.00
PA Ty Project Account T |Account Desc

- E | 101-10-1100-1001-0000-1110-523300-470000- |

14. Click Promote Claim to be Allocated

Employee Expense Claim GL Allocation

@ Q £ c (A] (A]

Back Accept Cance Search Update Check  Allocate By  Allocate
Budgets Accounts By Code

Promote Claim
to Allocated

15. Click on the Attach button to attach your Excel claim form to your Munis expense claim. Refer
to the How to Attach a Document section for more information on how to attach a document.

0

Attachments

16. Click Release.

Q G e 0] 0 L (C] o

Receipts GL Project  Allocatd] Release |Related Copy Claim  Overpayment
Required Allocations  Summary bems

17. Click Accept.
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“s» Employee Expense Claim GL Al

€ v @ Q c
Back Accept Cance Search Check
Budgets

18. You will be prompted to update the status of the claim to 2 — “Actuals, Created”. Click Yes.

Note: The claim will move into the 2 — “Actuals, Created” status which will notify Departmental
Admin that the claim is ready for review. You can no longer make any updates to the claim
at this time.

How to Attach a Document

Various modules throughout Munis allow you to attach supporting documents to individual
transactions, as indicated by the Attach button in the ribbon.

To attach a document, your document must be accessible on your computer, or you must have a
scanner attached to your computer.

How to Attach a Document that is Saved to Your Computer

1. From the active record in Munis, click the Attach button to launch TCM.

2. The system will bring you to the Document Mappings screen.
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Document Mappings

Attached Documents

Attachment Type Document Type Read Only Count Required
Employee Expense Attachment Employee Expense Attachment 0 -
1 »
D Maintain

Associated Documents

Document Title TCM Document Type Read Only Count
4 >
D Maintain
= View Documents TCM Version: 2019.1.3 ¥| Show Counts

3. Click on the Employee Expense Attachment row.

Document Mappings

Attached Documents

Attachment Type Document Type
Employee Expense Attachment Employee Expense Attachment

4. You will be brought to the Tyler Content Manager.
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[
.+_
5. Click the Plus button. to attach a new document to your expense claim.
LS
6. Click on the Import button. to find the file to attach to your expense claim.

7. A pop-up window will display. Click on Choose File

Import Document

| Choose FHe|
or

Drop files here...

Selecting and importing multiple files is only compatible with
images (TIFF, PNG & JPG). All other files, such as PDF, must be
selected individually.

CANCEL

8. A file explorer window will display. Find the file that you would like to attach and select it.
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¢
- = 4 B ThisPC v & earch This P o
Onganize - g = [N ﬂ
+ Folders (T
# Cuick scoess e
B Desktop i 10 Objects Deskiop
& Downloeds o -
5| Detuments # o o s
. CLsments ownlos
= Pictures o Lc .‘
Drew and Rogers
privite ) Msic Pictures
|
TYLER SURPORAT 5Y e
Tyder U
Vibeos
i Omelrree i
O This PC + Devices and drives (2)
b Metwoek o 60 DV AW Drive (T)
=m [N =3
Mg 373 GE free of 453 GI -y
File narme: | |AmFiles ~
Open Cancel

9. Once you have selected the file that you would like to attach, click on the Import button.

*

10. Your attachment will display in the center of the window. Complete the required information
under the Document Information section on the right panel to describe your document.
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A 1 ra'hm e E Ay g s,r81L N
- CE) M B

e T T

Reginald Graham

ifrzm Fuirch Pecfenan « patnrk pedensngiph som

s

L]

Fhurn

- hmsas  F
pitrey Dowes [

Supply Quote

=

11. Click on the Save button to save the document attachment.

12. Click the Close button.

How to Attach a Document by Direct Scan

1. From the active record in Munis, click the Attach button to launch TCM.
<« Q e 2 x = = & 3 = =

Back Search Browse Add Update Delete Output Print Display PDF Save Email

13. The system will bring you to the Document Mappings screen.
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Document Mappings

Attached Documents

Attachment Type Document Type Read Only Count Required
Employee Expense Attachment Employee Expense Attachment "] -
1 »
D Maintain
Associated Documents
Document Title TCM Document Type Read Only Count
4 L4
U Maintain
(=5 View Documents TCM Version: 2019.1.3 #| Show Counts
14. Doublle Click on the Employee Expense Attachment row
Document Mappings
Attached Documents
Attachment Type Document Type Read Only Count
Employee Expense Attachment Employee Expense Attachment 1]
1
I:r Maintain
Associated Documents
Document Title TCM Document Type Read Only Count

15. You will be brought to the Tyler Content Manager.
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*¢%. Tyler Content Manager

_+_
16. Click the Plus button. to attach a new document to your expense claim.

17. The following screen will display. Be sure you are attached to the scanner and click the Scan
button to direct scan the attachment into TCM.

'-::E-. Tyler Content Manager

+ 8 i . I 3 D
Documents oA
Filter Documents
Date  Claim Mumber Description DocType
EmpExpsnzsAnach
Related Documents v Al

Filter Related Documents

Date Keyl Key2 DocType
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18. Your attachment will display in the center of the window. Complete the required information
under the Document Information section on the right panel to describe your document.

Reginald Graham

trom

Lok wicdiy, Af LT i il
Fir 3 *

Fsbpein Favery Parme { o P

supply Quote

19. Click on the Save button to save the document attachment.

>
20. Click the Close button.

Expense Claim Approvals

What Approvals are Required on an Estimate Travel Claim?

Once you Release your requisition request, it will enter an automated workflow which will forward
it to the appropriate parties for approval. When approvals are pending, required approvers will
receive a notification through an e-mail, Tyler Dashboard, or both, indicating that there are records
awaiting approval. Each approver will review the transaction for validity and ensure that all
supporting documentation has been attached through Tyler Content Manager. The approver can
then choose to approve, reject, hold, or forward a transaction to another user for additional review.
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EMPLOYEE EXPENSE CLAIM PROCESS ESTIMATES

Employee enters claim Dept Admin verifies Dept Head AP (Clerk 1) review AP (Clerk 1)
and attaches supporting attachmentsand verifies  reviews/approves

Is amount
$1500 or more?

Head?
budget. YES
A \A YES /
L 0 . ?
The claim can be rejected at any INS&T\F{JEES ?gDD%ET :
step and sent back to the BUDGET ADJUSTMENT COO approval

: Chairman
employee for correction

Is employee a Dept

documents. there enough $in the

approval
Cash Advance AP (Clerk 3) AP (Clerk 2) AP (Clerk 1) CFO reviews
issued to P?Vquf _ purchases forwards paid items & approves
employee registration airfare & hotel

After departmental approval, the Claim will be forwarded to AP Clerk 1 who will verify who is
traveling.

There are two possibilities:

1.

2.

If the traveler is a Department Head, then the transaction must go to the COO for approval.
Once the COO approves, then it comes back to AP.

If the traveler is not a Department Head, then AP determines if the amount of the request is
$1500 or greater. If it is less than $1500, the transaction is forwarded directly to the CFO. If
$1500 or greater, the claim must go to the Chairman for approval. Once approved by the
Chairman, it is also forwarded to the CFO.

The CFO approves and then the claim goes back to AP Clerk 1, who will then send the request
to AP Clerk 2 to purchase the airfare, transfer the hotel reservation from the traveler’s credit card
to the County’s credit card. AP Clerk 1 will forward the documents to AP Clerk 3 to pay for the
conference registration.

When AP Clerk 2 is done with their process, AP Clerk 3 will initiate a check to the traveler for the
amount of the requested cash advance.
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What Approvals are Required on an Actual Expense Travel Claim?

EMPLOYEE EXPENSE CLAIM PROCESS - ACTUALS

o

Employeereturns Employee enters Dept Admin reviews No further action
from trip actual expenses & attachments required
attachesreceipts

ADVANCE > ACTUALS

D,

9

s — A

- S—

Goes through same
Efﬂplovee 0\::: (:'?;i;i;’;ﬁc:;i;?es Dept Admin verifies there review procegss as the
reimburses PRy enough $ in the budget. :
County employee estimate

How do | Approve a Claim?

If you are a Department Admin, Department Head, Accounts Payable, COO, Chairman or CFO,
then you will be required to approve travel claim requests.

Department Admin - you will need to review travel claims, and check for available budget.

1. Go to your Clayton Munis landing Page screen.

2. Your Tyler Hub will display.
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= ‘-4 Clayton Munis Landing Page

s Tyler Hub Test

Approvals Nuotifications
Tyler Menu : Fevortes
D
w  Rscent Activity
# Murés
o i A  Aszot Mainlenance

Human Capital Managemset
Gerdral Revemuies

Praperty Revenues #  Financiaty
Asset Maintenance

Witk Ordeer Dulek Entey

Fivvaars Dhrrdiasn Medar | Acke

3. Click on the Approvals tile to view your pending approvals.

= "':}. Clayton Munis Landing Page

Clayton Ci

Tiramning R
Clayie C
ECompas:
Kronos W
Kronom Te

Employen

End User *

Tyler Hub Test

=

Approvals Natifications
Tyler Menu i Favoriles
Sepect b
w  Fsbenl Activity
4 Murss
Firashoiats #  Azsob Mamlenance

Human Capitad Managemsn
Gerdal Revenues

Praparly Revenues & Financials
Asset Maintenance

Daher Applications

Wk Ortler Qulek Entry

Open Purchase Order Locks

Claytan Ci

Training A
Clayion Ca
ECoumipas:
Kronos Wi
Kronos Te

Emplovea

End User "

4. A window will display that lists the requests pending your approval in the left panel. You can
choose to view them by date or by process code (which defines the type of document). When
you click on a EEE — Estimated Employee Expense Claims item in the left panel, details

regarding the claim will be displayed in the right panel.
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EEE: Estimated employee expense claims pending
approval

SELECT ALL 17

£1,128.50 e = Tt Aol 23 2018

5. To view additional details, click the blue hyperlink EEE-Estimated employee expense
claims pending approval.

6. A separate window will open displaying the expense claim.

7. Review the requested requisition line items. Click on the Attachments icon to verify that the
supporting documents have been attached.

::1:|‘:@

Attach
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8. To approve go back to the Approvals screen and place check mark on the pending action w

Waorkflow Approvals

REQ: Requisitions pending approvals

BELECT ALL

$182 56 - OFFICE SUPPLIES, GENERAL £ il ]

aiting for approval.

9. Aseries of buttons will display at the bottom of the window. Select if you would like to Approve,
Reject, Forward or Hold the claim and then click OK.

a) Approve — Approves the transaction and moves the claim on to the next approver. If you
are the last approver, then the claim will be updated a status of Approved.

b) Reject — Rejects the transaction and requires that you enter a note for the requestor. The
note must indicate the reason for rejection and can assist the originator in determining the
next course of action; an alteration and resubmission, or a deletion from the system.

c) Forward — Forwards the claim to another Munis user for review. You must enter the Munis
username for the person that you are forwarding the claim to.

d) Hold — Keeps the transaction record in your approval queue for additional review. The
claim will remain in the Hold status until further action is taken. This option requires that
you enter a note to be sent to the originator. The note must indicate the reason for rejection
and can assist the originator in determining the next course of action; an alteration and
resubmission, or a deletion from the system.

45|Page



MUNIS END USER MANUAL | EMPLOYEE EXPENSE CLAIMS

APPROVE
10. Click Approve. to approve the claim. Comments may be entered if desired.

Approve 1 Item(s)

Comment

CANCEL SUBMIT

SUBMIT

11. Click

CANCEL SUBMIT

12. The claim can also alternatively be approved directly from the expense claim screen
(Financials > Employee Expense > Expense Claims) or from the expense approvals
screen. (Munis > Financials > Employee Expense > Expense Approvals).
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4
€ Q + B x = & & | = = 1B Y G
Back Search Browse Add Update Delete Output Prirt Display PDF Save Email Schedule Attach Recei
Requi
Claims
Claim number * 2319 Entered by Rebecca.Hardeman
Claim template * EMPLOYEETRAVEL EMPLOYEE TRAVEL Dept * 6300 EXTENSION UNIV OF
Claim status * 5 - Estimated, Released A Default segments| 101-10-6300-1001-0000-7130-511100-
Employee number * 26703 ... = REBECCA HARDEMAN Default project
Customer Fiscal year * 2019 ® Current Year Next
Employee location | 6300 Event TRAINING TRAINING C
[ Notes Allocation code
DETAILS DATES TOTALS  PAYMENT
Start date *| 05/21/2019 =2 Destination city * | Athens
Start time | 12:00 12:00 PM Destination state * | GA
End date * | 05/24/2019 22) Destination country
End time | 14:00 02:00 PM Comment * 2019 Food Presenvation Trai
UNIT EXPENSES
Item Quantity | UOM Unit Amt/Rate Est Amt Cash Adv Date Commen'
AIRFARE 0.00 each 000 0.00 0.00
BAGGAGEFEES 0.00 each 000 0.00 0.00
COMNFEREMNCE FEE 0.00 each 000 0.00 0.00
GAS 0.00 each 000 0.00 0.00
LODGING 300 each 76.533 229.60 0.00 Country In
MEALS 0.00 EACH 000 0.00 0.00
LUNCH MEAL 0.00 each 000 0.00 0.00
MILEAGE 0.00 each 580 0.00 0.00
PARKING 0.00 each 000 0.00 0.00
RENTAL CAR 0.00 each 000 0.00 0.00
4
Workflow
My Approvals I Approve Reject Forward Hold I Approvers

Note: If your Claim is REJECTED, you will receive a notification via email. You can then go back
into your existing claim and update or change the information so it can be submitted for approval.
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