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Tyler Content Manager SE

Tyler Content Manager Standard Edition (TCM SE) includes all the standard Tyler Content
Manager (TCM) features and is specifically tailored for viewing Munis-related content. TCM SE
efficiently captures, stores, and retrieves a wide range of documents related to Munis data.

For more information on using TCM with Munis, access the Munis Knowledgebase and select
the Tyler Content Manager for Munis topic. Existing documentation is updated from time-to-
time so we recommend that you check back regularly for new additions/updates.

Content Management Fundamentals

Content management is largely comprised of two main functions: capturing content and
retrieving content. Capturing content is the process of adding content (documents, images,
and so on) for storage in the system. Retrieving content is the process of locating content that
is stored in the system for viewing, updating, distribution, or other purposes.

Document Types

Document Types (Doc Types) classify content in Tyler Content Manager. By classifying
content within specific Doc Types, you can control access and define points of integration with
Munis products.

Munis Mappings

Munis Mappings supply data to TCM for both submission and retrieval purposes. Each
mapping is defined to correspond to a particular document type in TCM. Each mapping defines
where key pieces of data exist on a Munis record so the data can then be transmitted during
content submission or content retrieval. These key pieces of data are known as metadata.

For example, in the Munis Purchase Order Entry program, a mapping identifies where on the
purchase order record data such as PO number, fiscal year, department, vendor number, and
so on, are located. This data can then be used to create a new attachment to that purchase
order or to retrieve existing attachments. Sometimes it is a combination of data values that
make a Munis record and an associated TCM attachment unique (for example, PO number
and fiscal year).

Standard Document Type Library

Each TCM installation includes the latest version of the Standard Document Type Library.
This library is an ever-growing collection of document types related to Munis. During
implementation, your organization determined which document types and which Munis
mappings (Munis screens) would be utilized for capturing and retrieving content.

See the Content Manager Document Types document in the Munis Knowledgebase for the
most current document type/mapping library.

Tyler® Content Manager SE User Guide, Version 2018.2 Page 4



Using TCM SE

The Tyler Content Manager SE User Guide provides general instructions on using Tyler
Content Manager Standard Edition (TCM SE). This document covers using TCM in
conjunction with Munis. It does not cover using TCM as a standalone product.

Within this document, the terms attachment, content, document, file, and the like are used
interchangeably to describe the data that can be captured and retrieved using TCM SE.

TCM Viewer Interface

The TCM Viewer consists of four resizable panels: Document List, Related Documents List,
Document Viewer, and Indexed Metadata.
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e Documents List — Displays search results or newly created documents.

¢ Related Documents List — Displays documents related (via Metadata) to the currently
selected (in the Documents List) TCM record.

o Attachment Viewer — A visual of the attachment selected in the Document List.

o Indexed Metadata — Displays the metadata of the currently selected TCM record.

To resize a pane, place your mouse pointer on the dividing line between two panes and with
the double arrow <=, click and drag a pane to the desired size.

Tyler® Content Manager SE User Guide, Version 2018.2 Page 5
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TCM Toolbar and Navigation

There are various functions placed on the toolbar. The Ribbon Bar has been replaced with a
new Tyler UX Toolbar and the collapsible categories have now been removed.

+ 8 8 W t 'K © © LS =210 3 D @ | X

Toolbar Commands

Icon Description

Document Group

+ New: Creates a new document.

Save: Saves the active document in its current state.

e Document Level Permissions: Not currently used by Munis.
~
.

Confidential: Marks/Unmarks a document as Confidential.

Delete: Deletes the active document and attachments.

E Finalize Document: Not currently used by Munis.

Tyler® Content Manager SE User Guide, Version 2018.2 Page 6
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Attachment Group

1

Import: Attaches a file from your PC or a networked drive.

Scan: Scans document(s).

Scan Settings (clicking only on the Cog part of the icon):
Opens scanner settings dialog.

Create: Creates and attaches certain new file attachments
via 3 party software such as Microsoft Word and Excel.

Embed: Attaches an embeddable URL link.
This can include YouTube, Google Maps & other online content.

Export: Exports currently selected file attachment as a downloadable file.

Email: Creates a new message using default mail application
that includes a URL link to view the active document.

Print: Generates printable PDF of the selected attachment(s).

N, TR 3 & o I

Edit: Edits certain file attachments
via 3" party software such as Microsoft Word and Excel.

Capture: Populates metadata using text in the file attachment.
Usable on tiff images only.

O

Remove (Attachment): Deletes the attachment only;
the document record and associated metadata will remain.

Tyler® Content Manager SE User Guide, Version 2018.2 Page 7




"3 tyler

Annotations Group
NOTE: Annotations apply to image files (for example, .tiff, .jpg, .bmp, and so on).

g

Highlight: Highlights an area on the file attachment.

Redaction: Redacts an area on the file attachment.
This feature requires administrative permissions.

1

Stamp: Places a text stamp on the file attachment.

5

Sticky Note: Places a sticky note on the file attachment.

Workflow Group

.’ Workflow: Initiates the specified Workflow task for the currently selected

on document.

=F Workflow History: Views the Workflow History for the currently selected
9 document.

Tools Group

O

Audit History: Displays the Audit History for metadata & attachments
(work in progress)

®

Document Information: Displays information about the current attachment
(doc id, size, page count, file format, etc.).

Close Group

X

Close: Closes the viewer.

Tyler® Content Manager SE User Guide, Version 2018.2 Page 8
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Navigation Bar

+.|-

Zoom in: Zooms in on the attachment.

Zoom out: Zooms out on the attachment.

Rubber band zoom: Draws a box on the file attachment
and that area will fill the screen.

Magnifier: Adds a magnifier on the file attachment
that can be moved using the mouse.

Fit to Page: Fits file attachment to viewer window.

Fit to Height: Fits file attachment to viewer by height.

Fit to Width: Fits file attachment to viewer by width.

| First Page: Navigates to first page.
« Previous Page: Navigates to previous page.
5 Specific Page: Navigates to a specific page (of / x total pages).
- Next Page: Navigates to the next page.
>l Last Page: Navigates to the last page.

Rotate Clockwise: Rotates the current page clockwise.

Rotate Counter-Clockwise: Rotates the current page counter-clockwise.

Download: Downloads the attachment in it's original form (plus annotations).

B |~ |~

Thumbnails: Opens the Thumbnail Panel.

Tyler® Content Manager SE User Guide, Version 2018.2 Page 9




Search Document

The Search Document box, located on the Thumbnail panel, performs a full text OCR search
across image documents that have completed the Basic OCR Workflow and text-based PDF

documents. It can also search within annotations.

After a word or phrase has been keyed in, hit the Enter key. An OCR search will be
performed and if any results are found, they will be highlighted in the document.
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Search Document: Searches OCR or text-based attachment contents.

Previous: Navigates to the previous search result.

Next: Navigates to the next search result.

Q
Eo Search Annotations: Searches within annotations.
£
>
g

Redact All: Adds a redaction over all search results.

A Redact Current: Adds a redaction over the current search result.
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Display Features

There are several features that modify the layout of the viewer.

Responsive Design:

The default layout style is EM which stands for Automatic.
This will automatically adjust the viewer to best fit your device display.

e 4-Panel (full) mode:
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This view features all 4 panels visible at the same time.

e 3-Panel (tablet) mode:
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This view hides the Related Documents panel by default.
The missing panel can be viewed by using the Panel Chooser (discussed later).
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e 1-Panel (mobile) mode:
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® Design and implementation of Challenge Based Adventure programming,

Portsouth Pavilion at Portsmouth Regional Hospital

Psychiatric Connselor — (July 1998 = present)

* Responsibilities include the ¢are of cach paticnt on the unit including safety
cheeks, personnl counseling, and crisis intervention,

¢ Progrumming as o member of a psychiatric treatment team. Program facilitation
includes self awarencss, social skills, stress manogement, anger management,
and Challenge Based Adventure programming,

o Centification in CMP (Crisis Management Prevention )

Accomplishments: L ) .
* Passed the NCTRC exam in November 1999
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This view hides all except the Attachment panel by default.

The missing panels can be viewed by using the Panel Chooser (discussed later).

Theme Editor:

TCM offers a handful of themes and the ability to apply your own custom theme.

*¢%. Tyler Content Manager

[Filter Documents Select Theme 1 Custom

Date | Ventogy Icon Uri/Path
08/26/2017 0

Top Title Tyler Content Manager

Background Color

Document Inforf Ribbon Bar Color

Highlight Color

Panel Background Color

Attachment Title

Overlay Color

Description Revert

Apply Theme

Cancel
Annotations

Public

No v
ae"“’ Humber 234_26899_Frank_resume.pdf

+ B L B
e
oH
Theme Editor
Documents v

L4040,

Tyler® Content Manager SE User Guide, Version 2018.2
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Panel Chooser
Clicking the “ in the top-right of any panel will allow you to choose (pin) which panel is
displayed in that location. In the example below the upper-left pinned panel is the Document

List and the lower-left pinned panel is the Document Information.
) Mmoo 726

7’ 5 BB - | ()

Db | Vendor Relatod Documants
Image \erwes
Documant ivformatson

Fowd Philwwen
e b

......

Click the "in the upper-left panel to display the Chooser and click Document Information to
pin the Document Information panel to the top-left of the viewer. The Document List panel
automatically displays in the lower-left where Document Information had previously been.

fowd Phtiposr

v R

Date ity e Deacroter: [

=T " —— W p————

®

234_2653%_Fraene_iwysrm oot
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Expanded Panel
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Clicking the arrow in the top-right of a panel will enlarge that panel to fill the screen.

Documents

|Fi|ter Documents |

Applicant Job Cpening

Date -
Mumber Descriplion
O703r20138 18 Police Cfficer
OvI0ar2018 18 Police Cfficer
orioI2018 18 Police Officer

v | Al

DocType

Appattach
Apphittach

ApphAttach

The expanded view sometimes offers additional features not found in the normal view.
In the example below of the Document List panel, thumbnails of the file attachments have

been added.

Clicking the arrow in the top-right again will return the panel to its original place and size.

Documents

JFnter Documents [

07/03/2018 16 Police Officer

Thumbnail & Date ~ Applicant Number Job Opening Description
5 07/03/2018 16 Police Officer
PDF
07/03/2018 16 Police Officer
MSWORD

DocType
AppAttach
AppAttach
AppAttach

Tyler® Content Manager SE User Guide, Version 2018.2
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Panel Filter and Sorting

The Filter and Sort options can be used to simplify the lists of documents. In the example
below “PO” was entered to limit the listing to “POReceivable” records only. Then the Keyl
column header was clicked to sort by that value.

Related Documents v A Related Documents v A
Filter Related Documents {PO |
Date Keayi Key2 DocType Date Key2 DocType

08/28/2018 20120028 PORecsivable 057262018 20130027 POReceivable
0B/20/2018 i34 1000 APlnvoicesttach 052012018 20130029 POReceivable
08/28/2018 20120031 PORecsivable 05/28/2018 20130029 POReceivable
0g/28/2018 20120028 PORecsivable 04172018 20130029 PORecsivable
08/28/201% 20180030 POReceivable 05/28/2018 20130030 POReceivable
0B/28/2018 i34 1000 APInvoicettach 05/01/2018 20130030 POReceivable
08/27/2018 1000 Annotafions. APVendorattach 057282018 20120031 PCReceivable
08/27/2018 20130038 PORecsivable 0D/2212018 20130032 PCReceivable
0B/26/2018 20120027 PCReczivable 05032018 20180032 POReceivable
0B/26/2018 20120028 POReceivable 05/22/2018 20130036 POReceivable
08/26/2018 20120038 PORecsivable 051812018 20120038 POReceivable
08/26/2013 B034 1000 APInvoiceattach 051472018 20120037 POReceivable
0B/25/2018 20120080 1000 Requisition 06/06/20128 20120027 POReceivable
06/25/2013 1000 APVandoriva 06/01/2018 20120027 POReceivable

Clearing the text in the filter will return all results. The original sort is by Date in descending
order (most recent first).

Tyler® Content Manager SE User Guide, Version 2018.2 Page 15
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Capturing Content

Documents can be stored in TCM and associated with a Munis record via metadata. There are
multiple methods of capturing documents from Munis. On the Munis Ribbon, use the Attach
icon to interface with TCM for both capturing and retrieving documents.

The following file types are currently supported in the TCM viewer:

Image Files Text Files Application Files

imagel/tiff text/html application/pdf

image/bmp text/plain application/msword
image/x-png text/rtf application/vnd.excel
image/jpeg text/xml application/mspowerpoint
image/qif application/vnd.wordxml
image/pcx application/vnd.powerpointxml

application/vnd.excelxml

To capture data from a Munis record:
1. In Munis, create a new record or navigate to an existing record.
2. Click Attach on the ribbon.

3. If prompted, select the type of document to view from the list provided.
NOTE: You may encounter no prompts, or you may encounter multiple prompts.

Documents e
Choose documents to view

) Wiew Checks
L* ! View Invoices
) Wiew POs

l QK “ Cancel ]

Tyler® Content Manager SE User Guide, Version 2018.2 Page 16



4. When the program displays the Document Mappings screen, select the applicable
mapping and click the View Documents button. Alternately double-clicking the applicable
mapping will also allow you to view documents.

'-E:E'. Vendors & 0

Gensaal Vendor Informy

Document Mappings X
Vergdor * 1000 « b‘
Alphs t TASCSUPRIREE /\1tached Documents
Statys * L ACTIVE Attachment Typa Decument Type Read Only Cournt Regquerad ‘ _
| Verer Attacnmant Verase Attachment 4 | X £

MAIN  GENERAL

Contact information

Company Name* “AN [ reainea

Read Only Lount
oRA

Address

Zip cotle (]
"’l?y
State
Country
Email

fax -
WwWw “w

NOTE: If your role is not assigned the Maintained Mappings permission in the Roles —
Munis System program and there is only one mapping that exists for that Munis screen, the

Defined Maps screen does not display; the application automatically displays the TCM
Document Viewer.

NOTE: Some mappings may be read-only and are only intended for retrieving purposes.

Tyler® Content Manager SE User Guide, Version 2018.2 Page 17



5. Inthe TCM Viewer, click the T (add) icon on the toolbar.

“:E-. Tyler Content Marsages

L e— v 7 v t at v
Fi

Cale Koyt L DacType
Relaw m v F

Dale Weayt Key2 DocType

©

6. A new TCM record is created and appropriate metadata is automatically populated from the
Munis program (in this example, Vendor Maintenance).

“On Tyler Cantent Manages

+ A o t 28K @ B
Documents v A v Document Inforrmation v A
VenderA,. Audit
Oate Verdor Nurte Dencogticon DacTypm Deccrghon
A5yt aTen
Fubdic
v
Vendor Number
1024
: = Venaon Name
NRG Hoame . VN W/ORLD TRAVEL AGENCY
! DaA
Dale LR Kep2 DocType
FID
SEN
Allachent Type
Notas
0'
Red
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Attaching Content
To attach a file to the newly created TCM record:

1. Onthe TCM Viewer toolbar, click the LS (import) icon.

Import Document

| Choose File |
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 IMPORT

Click Choose File or drag a file from another screen and drop it on the above screen.
Files can be imported from your local PC or a directory accessible over the network.
TIFF, PNG, and JPG image files can be combined into a single multi-page image.

In the example below a PNG and JPG are combined into a single multi-page TIFF.

Import Document

| Choose File |
or

Drop files here..

Creating mpdoc (png, tif, jpg)

Vendorinvoice.png (263sk8) X

VendorPurchaseOrder.jpg (4s57ks) X

CANCEL IMPORT

Tyler® Content Manager SE User Guide, Version 2018.2

Page 19



2. Click IMPORT,
The application embeds the two images in the Attachment Viewer.

":::-. Tyler Content Marasges

v 2 ¢ Atlschment - 1024 v i 0 ol maton v X
— E;: Aroctmart Fierans
— T—— =
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VendorA, Aant
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[ [
I o Tl NN »
Putr
G Tey D00
= o
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e ter DEx
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CI— e
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W 1 e
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=
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" tes

3. You should now be able to see the attached document. However, depending on the type of
file, if the viewer is unable to display the file type, you will instead be prompted to download
the file and open it using a program on the local computer.

TCM is unable to display this attachment within the window. You may download the file
once the document is saved.

sample_avi.avi

4. Click the & (save) icon on the toolbar.

5. To exit and return to the Munis program from which you started,
click the (close) icon on the toolbar.

Tyler® Content Manager SE User Guide, Version 2018.2 Page 20



Scanning Content
To scan a document to TCM:

1. Click the @ (scan settings, just the cog part) icon on the toolbar

and ensure that scanner settings are correct.

Scan Settings
Scanner Duplex
| Panasonic KV-§1057C KV-81027C v | @
DPI ] Auto Rotate
(200 v |
Image Type Auto Deskew
[Color v @
Pa‘per Sourc‘e Show Scanner Dialog
|Autofeeder v | £
Paper Size Auto-Remove Blank Pages
|US Letter v | =
Blank Page Std Dev
01 |
Note: Only the settings supported by the scanner will be used
CANCEL 0K

2. Click the E¢ (scan) icon (avoiding the scan settings cog part).
The program may provide a Scanner dialog box.

KV-51057C KV-S1027C Twwn Deiver
User Condbion
e sews. | son. | |
[Color - Duclex ~ Delete | Helo., | cocel |
r Custooe. Defaut
Stntl? Auto Preves () J I
™ Auto Rescant=) PreScan(d)
Basc | Commor: | Layout | Briary dmape | Gray nage | Color inage | Feed | Aws | Digtal inpriter | Patch Code | Barcode | Cortrd Sheet |
Basic Settngs
Paper Source;  |ADF Duples -l
Paper Sze; Latter < 8,5x110n -[ Custom,
r
Image Type: 24 b Colo =~
Resdhsson (205 -l
ind
\! WV Automasc [mage Crientaton
m I Autonase Crep
-
o ¥ Deskaw
-
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3. If presented with a scanner dialog, verify settings, and perform the scan.
The program scans the document and embeds the file in the Document Explorer.

\::E-. Tyler Content Manasges

v N Ita | v X ! v X
— (B ATBrement Fbename
Vendoc |Vendminvocs
Date Oeseigner.  Declype &
Teariter | Atachyment Ttie
soema e > e o by Compary PURCHASE ORDER
($59) 5335575 o o,
USRI TIETEN 3
s e o R ! VendorA. Audit
1224 Sargn Do Oeascrphon
Serpen, 34 ¥99% -
Putic
No v
elated Documants v A [ o e Vonaoe Numoer
g Ve Sarpi (e 1024
448 weky Deve 1299 Antaywe a W9 "
R w (& N 24
Osls PO Hurdbet Descgion Declype :t;a;:\,:;\‘ ™ ‘«::..:v}m\“‘s YRORE Yatee
mtaIms  IvieTes e WORLD TRAVEL AGENCY
DEA
FID
SSN
5 . v Agachmen Type
Vendonmvoioe te

4. Click the & (save) icon on the toolbar.

5. To exit and return to the Munis program, click the ** (exit) icon.
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Creating Content
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TCM allows the creation of certain filetype attachments from within the viewer using 3" party
applications. This requires the TCM File Handler application to be installed locally as well as
the appropriate 3™ party applications. To create a new attachment:

1. Onthe TCM Viewer toolbar, click the 5 (create) icon.

2. If you have not yet installed the TCM File Handler, you will be prompted to do so:

3 Filo H flar iz 0ot C1 4 ot d Plea ¢ T

Error Opening TCMPFileHandler_Installer.msi X

You have chosen to open:
ﬁ! TCMFileHandler_Installer.msi

5 Messags | which is: Windows Installer Package

from: https://munistcm.tylertech.com:8091

Would you like to save this file?

3. You may receive warnings about the Certificate, please answer Yes to all.

Security Warning

You are about to install a certificate from a certification
l %, authority (CA) claiming to represent:

Tyler Technologies Inc,

Windows cannot validate that the certificate is actually from
“Tyler Technologies Inc”, You should confirm its origin by
contacting “Tyler Technologies Inc.”. The following number
will assist you in this process:

Thumbprint (shal): 04BE2866 DE4074F5 0B615E35 TODAFSFF
EQOBEECES

Warning:

If you install this root certificate, Windows will automatically
trust any certificate issued by this CA, Installing a certificate
with an unconfirmed thumbprint is a security risk. If you click
“Yes” you acknowledge this risk.

Do you want to install this certificate?

Yes | Mo |

4. Once the TCM File Handler is installed, click the 5 (create) icon again.

Click Open TCMFileHandler if prompted.

Open TCMFileHandler?

[0 Always open these types of links in the associated app

Open TCMFileHandler

Cancel

NOTE: You may have to restart your browser.

Tyler® Content Manager SE User Guide, Version 2018.2

Page 23



5. Choose the type of file you want to create.
The list will vary based on your installed applications.
Microsoft Word Document was chosen in this example:

Create New Attachment >
Eg Microsoft Excel Worksheet xIsx
w__\ Microsoft PowerPoint Presentation -pptx
E} Microsoft Word Document .docx
@] Rich Text Format i
B Text Document xt

6. Once selected, a message similar to the one below will display, and the selected
application will open to a new document.

Creating New Attachment

Creating new Microsoft Word Document (.docx). This
dialog will close and the attachment will be imported
when it is saved from the 3rd-party application.

| Cancel |
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7. Create the new document.

- : b N B3 N
e (Body) * > A > ’ AsSbCol | AsbCex AgHDL o =

. EMing  Diciste

Saag 3 Shaes

1 Tyber Drive

Yarmouth, ME 04050
Phone 207.781.2260
FAX: 2077815005

g ey tytoniech com

Fax

Ton Reapent Name Frome  Your Nave
Fax: Fax Neanber Pages: Number of pages
Phone:  Phone Number Date Dute

Re: Scbject oe: Name

DUigent O For Review D Please Comment D Pleass Reply  © Plaase Recycle

Comments
u N L ' v 100N

LT AL AN T

“i tyler

8. When the document is finished, save using the 3" party application’s normal saving

process, and then close the application (in this case Microsoft Word).

9. The document will automatically appear in the TCM Viewer:

o [ ] t FHO »~=S / 43
v F : v R v R
— ﬁ] szacrwert Fmare
[ -t tame  Usetpaw [T —~ burmcd udd T
nnan =) L 0 A
m s =
Mo
S
Ne
Verdr Murese
v x 10324
b Narw
T peet Nere. From Vi S NORLD TRAVEL ADE
- “ic - Pam Far e Pagow  Nhartnr of gy o
o i
Posen  Moss ume Bas L
. St - .
o — eaisne
o Sl b S Gt S Pame Pl 5% S
o
N
e
)
Microsol Woeo Dec t 2% ctex

10.The document you created is stored temporarily in the Viewer.
Remember to click the &

(save) icon on the toolbar to store the document in TCM.
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Editing Content

TCM can launch 3 party applications to edit certain types of files. Click on the /" icon to
launch the appropriate 3" party application.

| Text Document 4742.txt - Notepad — O x
File Edit Format View Help

Mew Ctrl+n Wt Requisition 28158844.
Open Ctrl+0 r and needs to be edited!
Save Ctrl+5

Save As...

Page Setup...

Print... Ctrl+P

Exit

When the edits are complete use the 3" party application’s normal saving process. Your
changes are automatically updated in TCM. After saving you can safely close the 3™ party
application.

The document you created is stored temporarily in the Viewer.
Remember to click the & (save) icon on the toolbar to store the document in TCM.
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Embedding Web Content

TCM allows the embedding of certain web content. It will store any sort of URL, though certain
content is too complex to display within TCM. It is recommended you use content specifically
set up to be embedded such as a map, image, or video. To add embedded content:

1. Onthe TCM Viewer toolbar, click the 2 (embed) icon.

2. TCM will prompt for an embeddable URL.
Clicking the hyperlinks in the prompt will display instructions on how to generate
embeddable URLs.

3. Open a new Browser window or tab and navigate to the content to include in TCM.
This example will get a BING map of Tyler Technologies in Yarmouth Maine.

4. Go to http://www.bing.com/maps and search for “1 Tyler Drive Yarmouth Maine”:

5. Once found, in the left-hand window click Share.

b l 1 Tider Dy, Yarmouth. Maine 04096, United States ,;‘] @ fi &)

-

° D N §
.
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http://www.bing.com/maps
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6. From the Share screen click Embed.

¢ 1 Tyler Dr, Yarmouth, ME 04096

1*? Share

Share Embed

Select the cards above that you would like to share
tips://binged.it/2uolii

Show full URL

Bl v =

7. Customize the map options and then click Generate Code.

b Customize a map to embed in your website

Customize Options
(500 x 400px) -

/" Custom ...

{Min: 250px, Max: 800px)

Map Types A

! Static map
(better for slower connections)

® Draggable map

(ability to pan & zoom)

Map Styles A
Road

® Aerial
¥ Labels

b ;
eﬁ:{s DigitalGlobe:© 2018 HERE.© 2018 Mictosoft Corporation Terms

¥ View Larger Map View Larger Map Get Directions

¥ Get Directions

Generate Code
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8. Copy all the lines of code from the Generated code window.

Generated code x

Copy and paste the following HTML to embed the map on your website

1 <div>

2 <iframe width="588" height="4@8" frameborder="8" src="https://www.bing.
3 </iframe>

4 <div style="white-space: nowrap; text-align: center; width: 58@px; padc

5 <a id="largeMapLink” target="_blank™ href="https:// /www.bing.com/maps
6 <a id="dirMapLink" target="_blank" href="https://www.bing.com/maps/c
7 </div> -
8 </divy

9. Paste the code into the Embeddable URL prompt in TCM.

Embeddable URL
Paste embeddable URL here (can be iframe)
kdiv>  <iframe width="500" height="400" frameborder="0" src="htps://www.bing.com/map

Learn more about generating embeddable URLs from these examples: YouTube, Google
Maps, Google Docs

CANCEL SUBMIT
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10.There is now a functional map within TCM that can zoom in or out as needed:

O Tyler Contere Marages

- B -
+ a Ll t A S 3
t v R A v v X
araTOeY EwtaTe
Ce | Veran et Dssigee  Duafam MirToaof Vend Owcament 1315 fucn
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e e
Weodorh_ At
Decoyaur
Fube
No v
Vescor Martee
8 ' v N 1024
Veror Nare
WORLD TRAYEL AGENCY
- < e et
DEA
T -
o
Lot e
234
Mwcrvre Nize
=
4w
e v v X
AFITOVRT EmtaTe
G Vensu Nawes  [iosiigae [ Mo on Ved Dacament (M0 fuce
L it . Veacezsr Aracrreae Tiow
e e
VedorA_ At
Deecyaur
P
No v
Vesgor Martee
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' v N 1024
- Verdie Nare
WORLD TRAYEL AGENCY
e e [ DetTe
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s mmne e v
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234
Acrere Tyge
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Submitting TylerForms to TCM

Any Munis documents that are generated and printed through TylerForms processing can be
automatically archived to TCM SE. In order to use this functionality, TylerForms must be
installed and your forms must be configured for archiving.

Examples of TylerForms documents:
e Accounts Payable Check/EFT

Business License Application/Bill

Business License Certificate

General Billing Invoice

Inventory Pick Ticket

Personnel Action Form

Permit

Purchase Order

Payroll Check/Direct Deposit

Student Activity Check

Tax Bill

Form W-2

Form 1099

Utility Bill

Utility Bill Delinquent Notice

Work Order

Generating TylerForms output varies within each Munis product. The following is an example
of the process and the steps necessary to output correctly formatted data to the TylerForms
process for archival into TCM. If your TylerForms have been configured to archive to TCM but
you are unsure of how to generate (print) your forms, contact the appropriate Munis Technical
Support team.

To submit forms to TCM SE:

1. Complete the standard process to print a Tyler form, for example, to print a purchase order.

e
Print Purchase Orders - Munis [TRAINING v10.2 DATABS
Print Options

| Print PO(s) on Paper |

| Print PO(s} on Forms |

| Export PO(s) |

2. Click the Export [TylerForm Type] button; in this example, Export POs.
The program opens the appropriate Munis program.
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3. Complete the selection parameters.

7.
8.
9.

Selection Definitions

Exscute thy report .
Pramt

POs Reprat
Cancelled

= Print REPRINT oo PO
Send W3 to vendor
= Indude 1093 for non-1099% vendors
Inciude PO Numbers | to

Fiscol Year

Department/Location

Processing

Records Selected Records Printed

£-Froourement
No. of £-Procurement FOs

Submatted

Succeeded

Click Define to selection criteria.
Click Accept, and then click Select.

& tyler

Once the records are selected, click Print on the ribbon to display the Output dialog box.

Print Purchase Orders - Munis [TRAINING v10.2 DATABASE] > Export PO's > Output
(=) Munis printer Printer name: | U Properties J
L Save Status: Available

ID: TFPO

Type: Command/script

Comment: Outputs to a printer available to the Munis server. You may
accept the default or select a different printer from the list.

Report title
|PURCHA5E ORDER PRINT EXPORT |

ouputsyle Joptons )

Presentation Enable hyperlinks if present Copies (1 E
* | Standard
I 0K ” Cancel J

Verify that the Munis Printer option is selected.

In the Printer name box, click the field help button to select an available printer.

Click OK.

The program displays processing details in the lower-left corner of the dialog box.

Processing PO: 20130061
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Retrieving Content

Files are retrieved from TCM SE in the same manner that they are captured. Use the Attach
button on the Munis ribbon to interface with TCM to retrieve content

Some files are not retrievable from the Munis program that they were captured from due to
Munis processing restrictions. For example, AP invoice data is not accessible in the AP Invoice
Entry program once it is posted. Therefore, you must go to a program that can access the
Munis data, such as Vendor Inquiry or Modify Invoices, navigate to the appropriate record, and
click the Attach button from that program.

To retrieve content:
1. In Munis, navigate to the Munis record for which to retrieve a file.
2. Click Attach on the Munis ribbon.

“s% Requisition Entry

3. On the Document Mappings screen, select a mapping and click View Documents.
Document Mappings *

Attached Documents

Attachment Type Document Type Read Only Count Required
I Requisition Attachment Requisition Attachment 3 I
Azsociated Documents

Document Title TCM Document Type Read Only Count

Contract Attachment Contract Attachment 0

Contract/Agreement Contract/Agreement =3 0

PO Attachment PO Attachment les 0
| = view Documents | TCM Version: 2018.2.3. | Show Counts

Read-only mappings are indicated by a “Yes” in the Read Only column and are intended for

retrieving only.
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4. In TCM, select the document you want to view from the Documents panel or Related
Documents panel.

", Tyler Contert Manages
- = % P,
+ 8o A0 t PHO+@8, 0O i R LA
iment v X quisition Attachiment - 20150044
Dew  Reguwton Nemter Verds Numte  DecType
e 23t00dee 2l e e
aT2e2014 2100044 Twaiwns ‘!!l
wemn o= || PESERCANOLOOY
S e e A
ey e— ] e gy (o= he 10000
gf_""'“"'“:m“l‘i [rasmn ] [ [Page
d TR
Sation Road Foxian B o
Rivalnd { neal v X CAMBRIDGE o= J
CRLYE SR ik Mngom | New Invoice
Des  Regeaton Herrper  Versior Nurher  DecType Orter Oy
o 23100000 w RS NakaMssel FERRARI F433 (Red|
22018 Smc.mtss Ragsstansn Mo MES0001
Craseis Ko, MDSXX 1000300000
Criver  ATyose
Datvory D S00% bo avadoble
[ “Farwiei due within J4 duys =
Ty s & Gyt e e v Yaen
Ce—rrea “limoem [woomoe A imocam |
BRUT s LA el Emae Sud aee B 1o Maw ook I e - L)
BUIC g FadrD ww Btoos Syrbvm 28200 0o © 0
CALA Qe Colpar i Mmures Giowg Coae 00 % 0 "
AL Savhs Cotpers i» Wt Cotew 0o ue e "
Invelcece ut

Aractiraend | detmnie

[trvocetd 1t

Asachorent Toe

EFS Tactnabogy Immice
Request.. At

Dezanption

REQUISTION DOCUMENT

Pubic

No v

Negquinitan Numtsr

20130044

Fiscal Year

2015

Date Ordecea

MnN21v2814

Owiw Rwgeted

GeartPropdt Numter

The attached file displays in the Attachment Viewer panel and the Document’s metadata
appears in the Document Information panel. Provided TCM is not in read-only mode, you
can Add additional documents, Edit or Delete existing documents, add Annotations and so

on.
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The TCM Viewer may impose read-only limitations based on a range of criteria,

diagramed below:

™
Permissions
Read Ony

“ tyler

Full Access 10
TCM Document Type

Munis
Program
Incpary
Program
?
Flag No
Read-Only
Munes
M »
No
Yes Yes

Read-Only Access to
TCM Document Type

If the veiwer opens in read-only mode, several of the options will be disabled. For example,
you will not be able to Add, Edit or Delete a document. You will be able to Export, Email and

Print it however, as pictured below:

3 Tyler Content Manager

- .S

pcumeants v A

Requisaion Attachment

Date Requishion Number  Vender Number  DocType
el 0120044 1910 necowten ‘.
g mn
Qe 201500448 T L E stE[hnUlﬂ u
CTROLNE 2050044 1910 Fonuasen f-v«--—c-—no-.u g
. [ [T R e L
LIPS Techamogy L1 } —— |
2 - E===] i L
Bt Mnud b awiinn - e
CHIT A3A Do Kington | New Invoice |
[Gem
e FERNAN P E13 Many
Reialad Documents v N
Net
Cale Requistion Number  Vendor Numter  DocType ~ . oo i
orasamg 20150042 L Fecuates ¢ - oo
R T Wt et 4 Pt 2 Sprn L] -
PTIONE 20150044 v Fosuster HEhin s Cates = e Gy S " -
10218 e Catpuns s Ene . -
1AL Bme Compmt = B St Z ’ -
{eaL> trame Corgrs o tvma 20 " -
PO IR A ERPA——— wom| awon -
P SNy M [owam! mmm + 0 oxem
CHLT Coten P Por Bngon Compunet A i Vot | tomice | s 4 3 Mecom
10 ot 3 s e Oy wem| v m sm
8av) G Shvw Sow Son mw - am
(W (e Pt (@ Pgne. -~ L -
Inyoiceds ur

20150044 v

Document Information v A
Altachment Fianame
[Ervaicenn @

Altachment Tie

[EFS Tachaiogy Invoica

Requisi...

Desorpion

[REQUISITION DOCUMENT

Fubic

Requisinon Nambes
[20750043
Fiscal Yoar

Audie

2015

Date Orgece0
[Rev
Date Reguired

I

GranbProgact Namber

l

FrcalYearREQ
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Viewing Options
The Attachment Viewer displays most common file formats within the browser itself, allowing
you to preview most types of attachments without having to leave TCM.

EDHIDOO 7 @

P =S ©
Reguisition Atiachment - 20150044 v A Document informaton v A
— EE Alacmant Fisname
ineoceld
h tachemers THg
a y F.—Q? 3
[EFE Technoiogy Invoios
efstechnology
et o ot vemesmen x
[ e loveau [ e w008 Requisi Auda
s ™ = T . o -
- --‘;-v_ == [ e f)e-ﬁ con
oy REGUIGITION DOCUMENT
CALI 64A rvms Ringace [
[ _Newinvoice Puble
Rl FERRARL Fade e
Swenm (DN ReQuisition Number
e
| [ P— 120150044
Meeay em Al
T . Fiscal Year
e — o = 515
-------------- e . e
A — .-
.- Date Ordered
- B
.= W12014
. -
— = g b - :: Dass Requred
(e
o $rere Comprmrere s st -
B wiem
:: - Gramt/Proec: Number
»
Invece0s ur FoalvearREQ

File formats that the Attachment Viewer cannot display give you the option to download and
view locally using the appropriate 3 party software.

SO Tyler Content Manages

2 -0
+ B8 & u +t &8 ® © 4 X
1ent v A Requisihon Attachment - 20150044 v

fle I

Date  Reguwtion Nemter  Vengor Nurber  DocType TCM is urabie 1o display this attachment withen the wincow. You mady cownload the fie by ciicking the bnk besow
et ot e Ll
revme r = Download sample_zip.zip
weeNn 23790088 we Magoese~ -
sraszone Ianao0ed Wi Puzoarer
Related Docu v A

Date Reguistioo Number | vensol Number  DocType
TReatE 271830%4 1010 [

[adr 1 0190044 20 T

fsample 292 N
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Sharing Content

Content within TCM will occasionally need to be shared with someone without direct access to
TCM. Several options are outlined below.

Download the original file attachment

One method for downloading the original file attachment is to click the ] icon in the Viewer
panel.

e ()

mant - 201500471 (Read-Oaly
* 4 e e

y .Nu
BFS technolo il efstechninlogy
OUTPUT A DOCUMENT lAumu:n E':. ',"::,:5:“ :'—:?;" :': ,;_,
rmm j [ invoice Dete ] CEZ2 05A United Kingese Now Inveice
EFS Technology Ltd,
2 Burlington Park
Station Road Foxton
CAMBRIDGE =
CB22 6SA United Kingdom
Order Detads =
Make/Model
Registration No.
Chassis No.
@ o'y .
Notes:

- Most image files are converted to TIF when submitted to TCM. This allows TCM to add
redactions and to combine multiple images into a single multi-page image. As such you
would receive the TIF version of any image file you originally submitted.

- Redactions are sometimes not included when using this method. If redactions must be
included, you should instead use Export or Print.

- Sometimes the original file downloads as black and white, rather than color.
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Export to file

To export Attachments, click the ** icon and select from the options as below:

1. Pages:
All, Current Page or Select Pages.

2. File Types:
PDF, TIFF, or Original.

3. Includes:
Annotations (Highlights, Text Stamps, Sticky Note).
Redactions (requires special permissions to remove).

Export Document

Export Options

® Export All

© Export Current Page

© Export Select Pages [Ex: 13,5

Format Options

@ PDF @ TIFF @ Original
Include

@ Annotations ¥ Redactions

CANCEL EXPORT

Notes:
- Exporting to PDF excludes Annotations.
- Exporting to Original excludes both Annotations and Redactions.

°0‘.E°. tyler -
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Email link to a file
TCM works with e-mail software to generate an externally usable link to the currently selected

document. Clicking the icon will open a new message in your default e-mail software with
a link in the e-mail’s body like the one below:

s Requisition, 20150044 - Message (HTML) = ) O

Message Insert Options Format Text Review Develaper Help Q Tell me what you want to do

alla 11 szl 8% | Attach File~ = - l:ba
- -l
[ | Yo = ¢
B I U W Attach ltemn - : ! ) .
Paste T Address Check ) Assign Dictate View
- : Book Mames [ signature - Palicy ~ v - Templates
Clipboard Basic Text Mames Include Tags e Voice My Templates )
To...
=1
Co.,
send
Bee...
Subject Requisition, 20150044
http:/ N u Stcmweb/viewer/index.html?query=2ea83d13645bbb2ca8173acfbef43504
Link Generated by TCM

Note: the link launches a specialized version the TCM viewer with limited functionality and
read-only level user permissions. The specialized viewer is detailed below.
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Limited viewer (from email link)

When a user opens TCM from an email link, a limited version of the full TCM viewer. The
limited edition is read-only and the user is only able to export, download and print the

attachment. Below is a example of the viewer:

'-::E-. Tyler Content Manager

Requisition Attachment - 201 50044-

CB22 6SA United Kingdom

Do not “

process L0 o
2 pugqy; Seves Use this invoice #

until | [wkooen] p1/01/2012 [ wskatia | No. 10000

1/20/1 2 Accous No. [Pagene ] Page

CAMERCE !

| New Invoice

Make/Model FERRARI F430 (Red)

Reglstration No.
Chassis No.
Driver

Delivery Date

Payment duc within 30 days

2018-08-01_14-58-40.1iff

Descriptien & Options List Actual v VAT Totol
Focroni F430 18900000 |150.00000 A 20 189,000.00
BAG1 Interor Leather Small Sullcase Set for Rear Bench 233400 000 8 0.00
BLUC Integrated Race/CD and Blugtooth System 309200 000 C 0.00
CALA Brake Caliper in Aluminum Grey Celar 1040.00 000 O 0.00

Notes:

- The toolbar has only the Export, Download and Print icons.

- The viewer is in read-only mode and the redaction is not transparent.

- Annotations are never included when exporting, downloading, or printing

(despite the options being checked).

- Redactions are always included

(despite the option being unchecked when exporting as Original).
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Print to a file

TCM can generate a printable PDF. Click the = icon to bring up the TCM print dialog.

Print

¥ Include Annotations

@ Burn in Redactions

CANCEL GENERATE PRINTABLE PDF

Clicking GENERATE PRINTABLE PDF will open a PDF document on a new tab in most
browsers. From here you can use the browser’s default printing options.

DownloadPDFServiet

® Right-Click Menu <

Reload

erstemnulngg

OUTPUT & DOCUMENT MANAGEMENT ©
Cast...

l Invoice Address

EFS Technology Ltd,
2 Burlington Park Rotate clockwise

Station Road Foxton Rotate counterclockwise
CAMBRIDGE
CB22 6SA United Kingdom Inspect

| onser Detaiss
-

N AN T AN IO b

Note:

- As of this writing the Annotations did not appear on the printable PDF even when the
option to include them was checked.
This is likely a bug that will be addressed in a future patch.

- The Redactions appear when Burn in Redactions is checked.
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Replacing Content

If the current file attachment needs to be replaced click the S icon to remove just the file
attachment and retain the metadata. Then use any of the Capturing Content options to add a
new file attachment.

Deleting Content

Files can be deleted from TCM directly from the user interface. The user must have delete
privileges to perform a deletion.

To delete content:

1. In Munis, navigate to the program and the record for which to delete content.

2. Click Attach on the Munis ribbon.

3. Select the appropriate mapping and click View Documents.
The program opens TCM and displays a list of documents associated with the selected
Munis record.

4. On the Documents list in TCM, highlight the document to delete.

5. Click Delete on the toolbar.
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(e Sawan | [eomza] gyorgorz [owwin | No. 10020 REQUISITION DOCUMENT
EFS Technology Ltd, [Accow b 1 o | B 1 T
2 Burtingaos Park Limesmie (E==] page e
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- g niraives No NOS0001 Date Ordered
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The program deletes the selected TCM Record, both the file attachment and any
applicable metadata. The example above, only the first TCM record in the Documents
Panel is deleted, leaving the bottom non-selected ones.
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Understanding Munis Mappings

A mapping is how Munis submits and retrieves document attachments in TCM that are specific
to the active Munis record.

There are two types of mappings. Attachment Mappings and Associated Mappings.

Document Mappings *
Attached Documents

Attachment Type Document Type Read Only Count Required

AP Invoice Attachment AP Invoice Attachment 0

AP Invoice AP Invoice 0

D Maintain
Associated Documents

Document Title TCM Document Type Read Only Count

AP Check AP Check Yes 0

AP Invoice Affidavit AP Invoice Affidavit 0

AP Invoice Attachment by Invoice Number AP Invoice Attachment 0

AP Warrant Attach AP Invoice Yes N/A

Contract Progress Payment Contract Progress Payment Yes 0

Purchase Card Transaction Purchase Card Transaction Yes 0

Request For Check Request For Check Yes 0

D Maintain

(=5 View Documents TCM Version: 2018.2.1.3 ¥| Show Counts

- Attachment Mappings:
o Display in the Attachments Panel.
Total count of all the mappings in this panel are displayed on the Ribbon.
Gather Metadata from Munis Object (Employee, Vendor, PO, etc.).
Are available to all screens using the same Munis Object.
Will override (hide) Associated Mappings with the same search criteria.
= Mappings with the same search criteria are duplicates.

o O O O

- Associated Mappings:
Displayed in the Associated Panel.
Not included in the count on the Ribbon.

Gather Metadata by scraping the screen for Munis Record values.
Are only available from the current screen.

o

o O O

- All Mappings:
o Provided by Munis can be disabled but cannot otherwise be modified.
o Can be set to be Read-Only (only used to retrieve attachments)
o Users with the correct permissions can create and modify custom mappings.
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Understanding Munis Attachment Counts

Several places in Munis attempt to display an accurate count of records stored in TCM. There
are a variety of technical challenges that prevent Munis being able to display the count with
100% accuracy. This section will touch on some of these challenges but will primarily aim to
explain the current behavior and limitations. Rest assured development teams revisit this
issue with every release, finding new ways of linking Munis and TCM to improve this
experience.

Legacy Munis Ribbon Counts
Legacy Munis (sometimes called Genero) uses the mapping screen pictured below. While the
mapping screen gathers counts for all mappings, only the “Attached Documents” section is

totaled as the “Attachment Count”.
Document Mappings K

Attached Documents

Ty _ —
Attachment Type i 1otal = Attachment Count - Count
Employee Attachment Employee Aumm—————-/

0
1095-B 1095-B Yes 1
Employee Accrual Buyout Election Choices Employee Accrual Buyout 0
Employee Benefits Employee Benefits Yes 1
Employee Certificate/License Employee Certificate/License Yes 0
Employee Contract Employee Contract 0
Employee Correspondence/Letters Employee Correspondence/Letters 0 =

Associated Documents

Document Title
Criminal History Authorization (All Projections/Processes) —————cmproyec-crmnarHIstory At norzaton

Criminal History Results {All Projections/Processes) Employee Criminal History Results 1

Employee Attachment (All Projections/Processes) Employee Attachment 0 -
C . . - - -

&= View Documents TCM Version: 2018.2.1.3 | Show Counts

Munis displays the Attachment Count on the ribbon of most screens featuring a paperclip icon.

Attach

Munis also displays a paperclip icon in many of the browse screens.
The icon functions as an indicator that the Attachment Count is greater than zero.

Emp # | Last Name First Name
100 JOMES TIMOTHY
101 JOMES JEAN
102 CHIN AMY
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When gathering counts from TCM, Legacy Munis performs a TCM search for every applicable
Attachment Mapping and Associated Mapping. It must do these searches for all records
returned by the initial search in Munis. For example, if your search in Employee Master
returns 100 employees and there are 50 mappings Munis would have to perform 5000 TCM
searches to gather a Live Attachment Count for your current session. Legacy Munis is
asynchronous, which means it would need to wait until all 5000 searches were complete
before it could finish loading the screen.

Due to performance concerns, Legacy Munis screens keep a cache of past TCM counts rather
than request a new count from TCM each time Munis searches for records that may or may
not have attachments. The limitation here is that documents added to or removed from TCM
will invalidate the cache. The cache is automatically re-built for the active Munis record
whenever a user launches the Mapping screen by clicking on the ribbon paperclip.

! ﬁ NOTE: When the user goes into TCM, Munis is unable to track changes to
attachments for the current record. To indicate the potential need to refresh
Allach cache, Munis places a “?” in place of the Attachment Count.

When the user returns to Munis, the “?” remains, indicating a stale cache. When the user
retrieves or navigates to a Munis record that has a “?” in place of the Attachment Count, Munis
will automatically refresh the cache. Unfortunately, this means the user needs to navigate
away from the current record and then return to it to trigger a cache refresh for that record.

:e_:{?;, NOTE: If Munis is unable to reach the TCM server to gather counts, or if a
mapping is misconfigured, Munis will place an “e” for “Error” in place of the
Astach | Attachment Count. If you see this, you should contact your system
administrator or Munis Support.
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Munis.NET/Centrals Ribbon Counts

Munis.NET uses the mapping screen pictured below. When considering Attachment Counts
the biggest difference between Legacy and .NET is that .NET is synchronous. This means
Munis.NET can request a Live Attachment Count and continue to load the screen while it waits
for the count results.

[

Defined Mappings 'S

Attached Doc nts
N ume Total = Attachment Count
Mapping Mame Description Count
Applicant Attachment Applicant Attachment 1
Applicant Application Applicant Application 1
Applicant Background Applicant Background 0
Applicant Certificate/License Applicant Certificate/License 0
Applicant Cover Letter Applicant Cover Letter 0
W
Associated Documents
Mapping Mame Descripwy Count
N Associated /S included in
Test Score Applicant T Attachment Count /[ 1

Add New Mapping Cancel  EMEWGEE

There are no performance concerns with synchronous processing, so Munis.NET does not
cache counts and always provides a Live Attachment Count.
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Disabling Standard Mappings

Newer versions of Munis allows users to disable Munis provided (standard) mappings.

1. Find and select the Attachment Mapping to Disable.

2. Click Maintain under the appropriate document map listing.

3. From the Mapping Admin screen, click Update on the Munis ribbon.

Document Mappings
Attached Documents

Attachment Type
AP Invoice Attachment

AP Invoice

I [? Maintain I

Docume
AP Invoic

AP Invoic

>

'-E:E-. Invoice Attachment Types

JET

detaul

AP K e Aty |
P Attachme:

AF Itrvoaze Attachm

4. Uncheck Active and then click Accept.

'~;:-. Invoice Attachment Types

TCM Field Description
Attachment Filecams

Artachment Title

Murus Feld UseInS

Required
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5. The deactivated mapping no longer appears in the list:

Document Mappings
Attached Documents

Attachment Type
AP Invoice

Associated Documents

Document Title

AP Check

AP Invoice Affidavit
| AP Invoice Attachment

AP Invoice Attachment by Invoice Number
AP Warrant Attach

Contract Progress Payment

Purchase Card Transaction

Note that in the above example there is now an “AP Invoice Attachment” mapping in the
Associated Mappings list.

The “AP Invoice Attachment” Associated mapping had previously been hidden by the
Attachment mapping of the same name because they both had the same search
criteria and Attachment mappings take precedence over Associated mappings.

When the “AP Invoice Attachment” Attachment Mapping gets deactivated, Munis
automatically restores the Associated Mapping so users can continue to view any TCM
documents of that type. However, the “AP Invoice Attachments” will no longer appear in
the count on the ribbon as that count is now coming form an Associated mapping.
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Creating Custom Attachment Mappings

Munis allows the creation of custom mappings from most screens. You can create both
Attachment and Associated Mappings.
Below is an example of a custom Attachment mapping to the TCM 1095-B document from

Munis Employee Inquiry. This mapping would be more appropriate as an Associated mapping
but it works well as a demonstration.

1. While viewing an active Munis record, click the Attach icon in the Munis ribbon to

bring up the Document Mappings screen.

Click the Maintain button under the Attachment mapping list.

Document Mappings

Attached Documents

Attachment Type

Document Type

Read Only |Count |Required
Employee Attachment Employee Attachment Yes 0
Employee Accrual Buyout Election Choices Employee Accrual Buyout Yes 0
Employee Benefits Employee Benefits es 1
Employee Certificate/License Employee Certificate/License Yes 0 h
." Maintain
Associated Documents
Document Title TCM Document Type Read Only |Count
Payroll Check/Direct Deposit Advice Payroll Check/Direct Deposit Advice Yes 16

U Maintain

3 T i - anqa
(2 View Documents CM Version: 2018.2.1.

L

#| Show Counts

3. Click Add on the Mapping Editor screen.

€ v S B X
Back Accept Browse Add Update Delete
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%+ Employee Attachment Types

& v

Back Accept

Context/application

] Q

Cancel Search

Emp oyees

Type
Caption
Description

Document Type

Custom 1095-B

1095-B

Get 1095-B by Employee ID
1093-B

TCM Field Description
Attachment Filename
Attachment Title
Employee Number
First Name

Last Name

Location

Record ID

SSN

Sequence

Year

Munis Field

Use In Search | Searchable

FlEF e T
o0 (0o e e

Required

Yes

Yes
Yes

Required

¥ Active
v| Read Only

System type

Context Default

4. The Context/application box cannot be changed.

5. Enter the Type for your mapping. This will be used to ensure a unique entry in the
Munis database, so it is recommended you include a unique pre-fix. | chose the
word “Custom” but you could use an abbreviation for your site and then the
Document Type you are mapping to. The Type is not displayed and is only visible to

the mapping administrator.

6. Enter the Caption for your mapping. This will appear in the “Attachment Type”
(mapping name) column when a user views the Munis Mapping screen.

7. Enter the Description for your mapping. This explains the purpose of the mapping
and is only viewable by a mapping administrator.

8. Click the -

for Document Type to choose the TCM Document Type to map to.

9. Check the Active checkbox to ensure your mapping is visible on the Munis mapping
screen.

10.Check the Read Only checkbox if you don’t intend the user to be able to add or
modify an existing TCM document that matches the applicable to the Munis record.
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Notes about Mapping Fields:

Field Mappings are how you link Munis fields to TCM Metadata Fields. Once a field is
mapped, TCM can use the data from the Munis Object to find matching Metadata in its
records. TCM will also use this link to populate its metadata fields when creating new records.

Read Only Mappings:

- You only need to map fields you intend to use as search criteria.

- The Required fields are generally the fields that will make each Munis record unique.
For example, in a Requisition Attachment, the combination of Fiscal Year and
Requisition Number should never have more than one match in Munis, as Requisition
Numbers could be recycled each year, and obviously Fiscal Year would not be unique
to just one requisition.

- Given the above information about required fields, it's usually a good idea to map
required fields and use them in your search.

Read-Write Mappings:
You need to map fields you intend to use as search criteria.
- You need to map all fields you intend TCM to use as Metadata in new records.
- You MUST map all required fields!
TCM will not save new records if required data is missing!
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11.Decide which Munis fields need to be mapped to which TCM metadata fields.
Note the Searchable column indicates which values you can search for in TCM.
Note also the Required column indicates which values must be supplied to save the

TCM record.

TCM Field Description Munis Field Use In Search| Searchable Required

Attachment Filename

Attachrent Trtle Yes

Employee Number Yes Yes

First Name Yes

Last Mame Yes

Location Yes

Record ID Yes Yes

55N Yes

Sequence Yes Yes

Year Yes Yes
12.Click the - on the Employee Number row to open the Select Source screen.

TCM Document Tree

& v Q@ Q

Back Accept Cance Search

- Dﬂ Employee
Data Set
Department
Department Code
Employee Number
First Name
Group/BU
Group/BU Caode
Hire Date
Job Class
Job Class Code
Last Name
Location
Location Cade
Middle Name
SSN
Status
Status Code
Terminated Date
» [ PersonnelAction
» 1 EmpAccrualBuyout
» [ PayrollAccrualType

13.The Select Source screen for Attachment mappings uses Munis Objects.
Munis Obijects are groups of information within Munis. For example, the Employee
Object contains the employee’s number, name, department and so on. Expand the
Employee Object tree and double-click on the “Employee Number” field.
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14.0nce you have selected the Employee Number field, be sure to check the Use In

Search checkbox to have the mapping use this field value when searching for
records in TCM.

Context/application Employees -
Type Custom 1095-8

Caption 1095-B

Description Get 1095-B by Employee ID

Document Type 1095-B

TCM Field Description Munis Field

Use In Search | Searchable Required

Attachment Filename

Attachrent Title Yes

Employee Number Employee EmployeeMNumbe ... [ [v] | Yes Yes
First Mame ez

Last Name Yes

Location Yes

Record ID fes Yes
S5N Yes

Sequence Yes Yes
Year fes Yes

As this is a read-only mapping, and the Munis Employee Object doesn’t contain a
Fiscal Year value this is the only field we need to map. Realize though that this

mapping will return the all 1095-B TCM records for the active employee regardless
of year.

15.Now when you click the Attach paperclip icon in Munis you can see your mapping in

the list:
Document Mappings b4
Attached Documents
Attachment Type Document Type Read Only Count Required
Employee Attachment Employee Attachment Yes 0
| 1095-8 1095-B Yes 1 |
Emplayee Accrual Buyout Election Choices Employee Accrual Buyout Yes 0 A
[r Maintain
Associated Documents
Document Title TCM Document Type Read Only Count
Payroll Check/Direct Deposit Advice Payroll Check/Direct Deposit Advice Yes 16

D Maintain

e
[= View Documents

TCM Version: 2018.2.1.3

#| Show Counts
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Creating Custom Associated Mappings

Munis allows the creation of custom mappings from most screens. You can create both
Attachment and Associated Mappings.

Below is an example of a custom Associated mapping to TCM Vendor Attachments from the
Requisition Entry Munis screen.

1. While viewing an active Munis record, click the Attach icon in the Munis ribbon to
open the Document Mappings screen.

2. Click the Maintain button under the Associated mapping list.
Document Mappings

Attached Documents

Attachment Type Document Type Read Only Count

Required

Requisition Attachment Requisition Attachment 1

U Maintain

Associated Documents

Document Title TCM Document Type Read Only Count

Contract Attachment Contract Attachment 0

Contract/Agreement Contract/Agreement fes 0

PO Attachment PO Attachment Yes 0

I U Maintain I
(=5 View Documents TCM Version: 2018.2.1.3 ¥| Show Counts

3. Click Add on the Mapping Editor screen.

“«% TCM Document Retrieval Mappings

€ v + [4 X
Back Accept Browse Add Update Delete
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4. Enter a name for your mapping in the Munis Mapping Name box.
Select the Document Type from the TCM Template pull-down list.
And uncheck Read Only if this will not be a read only mapping.

TCM Document Retrieval Mappings
&« v @ Q

Back Accept Cance Search

Select Tyler Content Manager Document Type

Munis Mapping Name: Vendor Attachment
TCM Template: Vendor Attachment -

I I Read Only

¥| Active Mapping

Munis Program: rgentpst  Munis Screen Form: rgentpst01

Search Field Manninns

5. Decide which Munis fields need to be mapped to which TCM metadata fields.
Note the Searchable column indicates which values you can search for in TCM.
Note also the Required column indicates which values must be supplied to save the
TCM record.

Select Tyler Content Manager Document Type

Munis Mapping MName: Vendor Attachment System Mapping
TCM Template: Vendor Attachment hd
Read Only
¥| Active Mapping
Munis Program: rgentpst Munis Screen Form: rqentpst01

Search Field Mappings

#| |TCM Field Munis Description Munis Name Include in Search| Searchable |Required
1 Attachment Filename

2 Attachment Title Yes

3 Attachment Type Yes

4 DBA

5 Description Yes

6 FID Yes

7 Public Yes

8 SSN Yes

9 Vendor Name Yes Yes
10 Vendor Number | | Yes Yes

First we’ll map Vendor Number, as this is the only field we will need to find a unique
Vendor Attachment.

6. Click the = on the Vendor Number row to open the Select Source screen.
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7. The Select Source screen for Associated attachments uses screen-scraping.
Therefore you will see the top tree menu is Munis Screen Form and each lower
branch is a different sub-section of the screen. The Vendor Number is reasonably
found under Vendor Information, though the field Name is “Suggested Vendor”.
NOTE: field names listed here are from the code that generates the screen, and
some are non-obvious, requiring you to look in the Value column for the expected

information.
Select source for

Vendor Attachment->Vendor Number

Mame Value

« = Munis Screen Form SCREEM_FORM
p £ Main Information

|_=_[@ Vendor Information |

Suggested Vendor 1010
Suggested Vendor Name DELL

Vendor Address 0
farmenly.pomail_name

formenly.vendor_addr1_1 OME DELL WAY

formenly.vendor_addr2_1
formenly.vendor_addr3_1
formenly.vendor_addrd_1

formonlyvendor_city_1 ROUMD ROCK
formenly.vendor_state_1 T
formenly.vender_zip 1 78682
Wendaor Remit 1
formenly.remit_name DELL

p £ Shipping Information

p O Terms

p [ Miscellaneous
v 1 Contract

8. Once you have selected the field, you will return to the Mapping screen. Ensure at
least one field has a checkmark in the Include in Search column. In this case only
Vendor Number will be used in the TCM search.

Search Field Mappings

#| |TCM Field Munis Description Munis Name Include in Search | Sg
o 3314 14
Q@ Vendor Mame ¥d
10 Vendor Number Suggested Vendor ..« | rgheader.rghd_sug_vn Ve

NOTE: Keep in mind that custom mappings are not verified by Munis. If you were to
search on only the vendor’s state, the mapping would return all vendors from the
current vendor’s state!

Likewise, if you were to map Munis’s vendor’s ZIP Code to TCM'’s vendor’s number
the search would return only the vendor whose number matched the current
vendor’s ZIP Code (if there were such a vendor).
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9. Repeat the above steps to map Vendor Name as it is also a required TCM field.

10. The result should look like this:

“s* TCM Document Retrieval Mappings
<« v @
Back Accept Cance

Select Tyler Content Manager Document Type

Munis Mapping Name: [ Vendor Attachment
TCM Template: Vendor Attachment
Read Only

¥| Active Mapping
Munis Program: rgentpst Munis Screen Form: rgentpst01

Search Field Mappings

-

A

TCM Field Munis Description Munis Name
Attachment Filename

Attachment Title

Attachment Type

DBA

Description

FID

Public

55N

Vendor Name Suggested Vendor Name  |... | formenly.vendor_name_1

[FERE- R R RV S PR A gy

=
(=]

Vendor Number Suggested Vendor ... | rgheader.rghd_sug_vn

System Mapping

Include in Search | Searchable Required

Yes

Yes

11.1f you were to create a new document in TCM using this mapping, only the vendor’s

number and name are pre-populated.
Document Information

Attachment Filename

Attachment Title

VendorA... A

Description

FPublic

Vendor Number
1010

Vendor Name
DELL

DEA

NOTE: if I had not mapped Vendor Name, the user would be required to input it

manually prior to saving the TCM record.
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ts

tyler

Munis provides the ability to save output from any program in the form of a saved report.
These are retrievable at any time from the Munis Saved Reports program. Additionally, these
reports can be archived into TCM for long-term storage. This is typically utilized to archive or

backup critical reports.

Archiving Saved Reports
To archive reports from the Saved Reports programs to TCM:

1. Open the Saved Reports from the Munis menu.

System Administration > Printer/Device Administration > Saved Reports

N 7
.‘)’" 10wt
® Q — Xoeee £ & 7T] B Perewe - TpeM. Dinglay Kepers
oo b e E ; = P id y \ Subens - TybeeCM et I0F
O Pevien ] O dlous Vs Detete Repos B Moce. -
L ) . L . |
— LEST MODE - & Reent Spool Directory
Choose 000 of The Bons 1ON00S OF L8 1 10 1D 3ct 00 the hphighted fe.
NOTE You Gam a0 Migalght & B and deutio Ok or prass <ENTER> 10 prawen
lisar ID | Repon File ame Rt Titw Date Tuss Pages
- = Sppenir00R ot Prieter Dadrtsorme a¥142016 0836 1
B PRpamp0R01 PROPERTY INPORT - PROFERTIES CREATEDINACTIVATED 04072000 1720 3
- - PR emp0002 INPORT ERROR REPORT 0TR016 a2 2
v B Aorrroent0003 et INVOICE ENTRY PROCF LIST 1405 4
Peont008] tet GENERAL JOURNAL ENTRY PROCF 1440 )
® = Peant 0004 tet GENERAL JOURNAL ENTRY PROCF 1456 2
& oromemO01 &t GL FOUNEMO BALANCE UTILITY \ER M 5
= = Paprtu 000t par " CURRENTLY HEMNG GEMERATED ** 1043 0
3 paprtoatio ) e * CURRENTLY SEWNG GENERATED ™ 1041 0
= paprtay 0004 &4 * CURRENTLY BEMNG GENERATED ™ 1040 o
Pt 00035 Mt * CURRENTLY BENG GENERATED * 1040 0
L T Pagtud0i0s vt “ CURRENTLY SENG GENERATED = 0 0
FEect092 trl v Enry s 5
e o et 0004 tr) INVOICE ENTRY PROOF LIST 0% 4
DOSMOnt000 ! tal SUDGET AVENDMENT JOURNAL ENTRY PROOF 1320 B
= = faresdoriBO bt Fioad Azt Wark Fie Post Repant oo 1055 1
PQeoti0001 tn QENERAL JOLRNAL ENTRY PROCF 1045 2
Ppantinn? GENERAL JOURNAL ENTRY PROCE 023 2
paackerrD0] B Framct Budpet Adpestment Erry (A 1
PALIPNI001 ta PA BUDGET PACKAGE ERROR REFPORT 1728 '
pasevolcOdRt ba PROJECT REVENUE ALLOCATION 1407 J
SPOVST00ES t) INVOICE ENTRY PROCE LIaY 1009 5
poenfpz000 ) PURCHASE ORDER PRODF e B

2. Click Submit — TylerCM.

|I '._II_
Attach

b |:
Eall|s

d Not

Retrieve - TylerCM

henu

Display Reports
Submit - TylerCM | Text as PDF
Mass Delete Reports E More... =

Retu
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The program refreshes to Submit mode.
N')r; HOME

S M Ly W mh a2 Select Al
. 4’ | LE. - n
— B ol - Non

Accept Carced  Search

Fpsiom adminsiaton

SUSMIT MODE -

Poais yeiic! Wes 9 wctore 10 TyleCM

x User 1D Report Flie Nema Regort Title Date Time Papes
8 con coee 2ppenb 0002 td Priler DoArtions 242018 0238 1
Ghl wlelt Perpeng000 1 1t PROPERTY BAPORT - PFROPEIRTIES CREATEDARACTIVATED  ssur20e e ] A
gl oo PSP 0002 tat MFORT ERAROR REPOAT ANTR018 173
jeremy porier aprveniTO0] WYOICE ENTRY PROOF LiST 43212018 1405 4
Yy POl G0N ta GENERAL JOURMAL ENTRY PROOF e ]
Ty poner Sh0entio0d GENERAL JOURNAL ENTRY PROOF 145
jEreamy porier garem000 | bt GL FIX MEMD BALANCE UTRLITY i
sty pofet puptbunI 00O pot S CURRENTLY B ING GENERATID ™~ 2 1ws 0
Ty ponkel papdon0id! bt ** CURRENTLY BEING GENERATED * fa02010 wa 0
jereny poner saprburo0d bt ** CURRENTLY BEING GENERATED ™ Ga20208 a8 0
Yy ponet PAtbUSI000% bt * CURBENTLY BEING GENERATED ™~ 0 (ET 0
ey pocter PapOLN000E b1 ** CURRENTLY BEING GENERATED ™ s 0
ndsey Atton apirveniDO0Z .t nvoxe Emry SA0R2ME 1351
ndsey Aidon s D00 Lo PIYOICE ENTRY PROOF LIST S4RE2U18 1w 4
Indiey Nflon BQamaantDI0 T tal BUDGET AMENDMENT JOURNAL ENTRY PROOF 30200 1350 4
indsey fttco St 0001 tot Fooed Asset Work File Poxt Regord GAUR201E "0 !
ndsey Adon ghapmentD00 bt GENERAL JOURNAL ENTRY PROOF ¢ 1018 2
lnasey Niton SopeniiO0 11 GENERAL JOURNAL ENTRY PROOF 1w 2
ndsey Afton panjordd00 | b Project Budpel Aguatinent Entry QAR08 1337 1
ndssy Atdon putudpbplo0 ! td PABUDGET PACKAGE ERROR REPORT 303206 172 ] v
ldiey Niton Pt 0001 1 PROJECT REVEMUE ALLOCATION 23032010 1407 1

3. To archive individual documents, select the X check box for each file to archive. Use the
Select All button on the Munis ribbon to select all documents at one time.

4. Click Accept on the Munis ribbon.
The program displays a confirmation message.

Submit to TylerCM Completed &

g 1 documents have been successfully submitted to TylerCM.

Delete successfully transmitted documents from the spool directory?

Yes No

5. Click Yes to delete the submitted reports from Munis or click No to have the report exist in
both Munis and TCM.
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Archiving Munis Reports Directly
Munis reports can also be archived directly to TCM from the Output prompt when you are
generating a report.

To archive reports directly to TCM:

1. From any Munis program that generates reports, click Print on the Munis ribbon to display
the Output dialog box.

() Munis printer

® save Save in TylerCM archive]

O PDF File name '

( Displa . . :
ey Save asype  Both Munis spool directory & TylerCM archive

Comment: Saves to a file refrievable from the Saved Reporis program.
You may accept the default or enter your own file name.

®) Submit To Tyler Forms Job |

) Email Sample Data To Current User Archive Tyler Forms output to content manager
! Transfer Sample Data To Workstation

Email Tyler Forms output to me
Printto |

Report title

REQUISITION FRINT

Quiput style Output options
O Presentation Current only Copies 1 4 ¥
\®) Standard Enable hyperlinks if present

|  OK || Cancel |

Select the Save option.

From the Save In list, select TylerCM Archive to save the file only to TCM; to archive the
file directly to TCM and to send it to the Munis Saved Reports program, select Both Munis
Spool Directory and TylerCM Archive.

4. Click OK.
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Retrieving Archived Munis Reports
To retrieve reports archived using the Saved Reports program:

1. Open the Saved Reports from the Munis menu.
System Administration > Printer/Device Administration > Saved Reports

2 ? x
.5"‘ 10wt
o (%) Q P X vetwte - 11 [ werd Frtrewe - ToertM  Diplay Reports
\z 2 . P = B ] \ Suberz - TybweOM wet m B0F
Acrept lmani
L ) O deus  Wusi Detete Repoes B Move. -
e T T —
— LEST MODE - & Reent Spool Diractory
Choose 000 of The Bons LONO0S OF LS8 e 10M 1D 3ct 00 the hphighted fe.
NOTE You Gam a0 Migalght & B and deutio Okck of prass <ENTER» 10 prawen
\isar ID | Repon File wame Reper Tita Date Tuss Pages
- Sppenir00R2 ot Privter Dadrsom |36 1
- PRpamp0R01 PROPERTY INPORT - PROFERTIES CREATEDINACTIVATED 1720 3 %
- - PR pemp0000 S INPORT ERROR REPORT 1192 2
-- L arrroent0003 bt INVOICE ENTRY PROCF LIST 195 4
Poeant000] tet GENERAL JOLRNAL ENTRY PROCF 1440 2
L = Peant 0004 bt 1456 2
B IromemO01 &t D0 NEMO BALANCE UTHLITY \ER M 5
B = Pt 000! por " CURRENTLY HENG GEMERATED ™ 104 0
" paprtoa o0 e ** CURRENTLY SEWNG GENERATED ™ 1041 0
" paprtay 0004 & * CURRENTLY BEMNG GENERATED ™ 1040 L
. Pt 00035 Mt * CURRENTLY BENG GENERATED * 1040 0
- PRsbud0i0d v “ CURRENTLY SENG GENERATED = 104 0
recting2 trl Irwvorce Eniy " ]
o oent0004 tr) INVOICE ENTRY PROOF LIST ne 0% -
DySmOant0O0 ! ted SUDGET AVENDMENT JOURNAL ENTRY PROOF 1320 B
r= = taresdarnidON e Fload Asvet Wark File Post Repant 1055 1
PQeani00dt tn QENERAL JOURNAL ENTRY PROCF 1015 2
Peanti002 et GENERAL JOURNAL ENTRY PROCF Wl 2
paadiersDRO ) B Fraect Budpet Adpestment Envy 12337 1
PALIPNI001 ta PA BUDGET PACKAGE ERROR REPORT 1728 '
pasevalcOdRt ba PROJECT REVENUE ALLOCATION 1407 1
SPOVeT0OES t) INVOICE ENTRY PROCE LIaY 1000 5
poenfpz000 ) PURCHASE ORDER PRODF ne & v
-y ——y a4 PR AT B ey e at .

2. Click Retrieve — TylerCM.

MNotes Audit Retrieve - TylerCM |  Display Reports
Maplink=  Submit - TylerCM Text as POF

o Alerts= Mass Delete Reports E More... =
Tools Menu

The program displays the Retrieve fields.

Rety

User 1D |muni5| * | - Use quotation marks (" ") for phrases

Report file name - Use one date field for individual dates

Report title - Use both date fields to search for date ranges

Date or range to = TylerCM ONLY

Time - Use trailing = (i.e. poprints® ) for a wildcard character
Pages or range to - Use "OR' to search for multiple values

Full text search
NOTE:

This search screen does not use Munis search
syntax. Use Tyler Content Manager or Laserfiche

specific syntax instead when searching for a report.

3. Complete the selection parameters for the documents to retrieve and click Accept.
The program opens TCM and provides a list of documents matching the selection criteria.
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Additional Capabilities

Annotating Documents
Content captured in TCM as images can be annotated or marked-up using the tools available
within TCM.

To annotate files:

1. Open the Munis program and navigate to the record for which to annotate a TCM
attachment.

2. Click TCM on the Munis ribbon.
3. In TCM, select the applicable button in the Annotations group on the toolbar.

b+ % Tyler Content Manager

S »_o P N - . ~ - :‘ ] P
a o W t =8 6 » =S HO|sLsE2 LGSR ©
v A Requisibon Attachment v Al v A
: —_ C:': Altachment Filaname
Date  Requismom Number Vendor Humber DscType 2018-02.09_14-58-40 ff
L0120 21508 1019 Fecustes Altschment Tite
Tt IR0 W Fezaate EFS Technology Invoice
2T RIE 1m0 e Razunten

Annotations Group
NOTE: Annotations apply to image files (for example, .tiff, .jpg, .bmp, and so on).

l Highlight: Highlights an area on the file attachment.

- Redaction: Redacts an area on the file attachment.
— This feature requires administrative permissions.

l Stamp: Places a text stamp on the file attachment.

B Sticky Note: Places a sticky note on the file attachment.
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Highlight

Highlighting provides the ability to emphasize an area of an image. These highlights do not

appear on the image if the image is printed.

To highlight text:

»
1. Click the # icon on the ribbon.

2. Click your mouse pointer at one corner of the area at which to position the highlight.

Holding your mouse button, drag the mouse pointer to create a highlight box.

When you release the mouse button, the program displays corner anchors for you to

change the size of the highlight if you wish.

D - = @|flZE L B ok
1 Requisition Attachment - 20150884 v Al D
. || B
Al
iﬂﬂﬂ T
eFstechnologu E

[Eivohaienm ] [mexeome] o1p120s2  [inmset [N, 10000
i thomin Ay Page 1 D
— g:’?‘;; :;OG“E’ Foxton MATOY ‘R
ﬂ CB22 6SA United Kingdom I New Invoice ] P
Crnder Dotade -
MakeModel  FERRARI F430 (Rod) N
i'- “ Registation No.  MDS0001
ANC Y Y ANV ANAY R
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3. Right-clicking on the highlight will bring up the Highlight Options dialog.

‘Em
erstechnology

Fill Color:
FCEFA1

Annotation Notes
Tag(s):
Add Tag +

Created by:
Undefined User

On:
Thu Aug 2 2018 1:42:45

.
P

lvoice ]

130 (Red)

[abﬂo

P
v VAT Tots
A 20 120,000.00
1] Q%0
c 000
1] oM
E 000
F o0
G o0
H 000
120 1200000
3 0 1220000
K 20 B0 00
L o
o 000
N 000
o (=lo]
” o0

A

1 I

From here you can:

- Change the color of the highlight

- Add notes about this annotation (viewable only from this right-click menu).

- Add Tags to this annotation.

- View audit information about the user and date/time the annotation was created.

- Copy, Cut, or Delete this annotation.

4. Click Save before exiting and returning to the Munis program from which you started.

Tyler® Content Manager SE User Guide, Version 2018.2

Page 64



Redaction
Redaction covers areas of an image and prevents those areas being viewed by users who do
not have the appropriate permissions.

Redaction requires administrative (A) privileges to the doc type both to add/edit redactions as
well as making them transparent. If you do not have the appropriate permissions, the
Redaction icon is not accessible and existing redactions appear as solid blocks.

To complete redaction:

1. Clickthe = icon on the ribbon.

2. On the image, click your mouse pointer at one corner of the area to redact and then,
pressing your mouse button, drag your mouse pointer to create a redaction box.

e
D » M B SO LELD 0
I Requisition Attachment - 201500 v Al

= [H

.E’sma
eFstechnology

OUTPUT & DOTUMENT MANAGEMENT

(LA ] [ovocevue | of 12012 wsce . | No, 10000
EFS Technology Ltd,
2 Burlington Park Page 1
f— Station Road Foxton [Gwre ] .
CAMERIDGE —
] CB22 6SA United Kingdom I ew Invoice l

COvdas Cotaln
“

| Fayowat due withia 30 days ]

I & Coton T s T acs v VAT Cosal

When you release the mouse button, the redaction box displays.

3. Unlike highlights, the redaction icon stays active after creating a redaction, allowing you to
create multiple redactions without having to re-click the icon.

4. Click Save on the toolbar before exiting and returning to the Munis program from which you
started.
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5. Users without Administrative (A) permissions for this document type cannot see the

redacted portion of the image.

Ny
eFstechnology

OUTPUT A DOCUMENT MANAGEMENT  ©

[ ywicadodtens | Llavoice omte | 01/01/2012 wice o | N
EFS Technology Ltd, oG (Page o, |

2 Burlington Park ”“—WEJ _ E
Station Road Foxton | Order No | MADO1

CAMBRIDGE

age 1

100

) 8]

CB22 6SA United Kingdom New Invoice

Order Detads

Make/Model FERRARI F430 (Red

[ Payment due within 30 days

[ nacrintinn & Aintinne | s I Actial . VAT

.....

6. Right-clicking on the redaction will bring up the Redaction Options dialog.

Annotation Motes
Tag(s):

Created by:
Charles Hamlyn »’
On:

Thu Aug 2 2018 2:21:36
PM

From here you can:

- Add notes about this annotation (viewable only from this right-click menu).

- Add Tags to this annotation.

- View audit information about the user and date/time the annotation was created.

- Copy, Cut, or Delete this annotation.
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Text Stamps
Text stamps provide the ability to add a visible stamp to an image.

To add text stamps to an image:

1.

Click the ' & icon on the ribbon.
Click your mouse pointer at one corner of the area at which to position the text stamp.
Holding your mouse button, drag the mouse pointer to create a text stamp box.

When you release the mouse button, the program displays the Edit Text dialog box.

= = | =E|LID |52
Requisition Attachment - 20150044 v Al
e ™
Approved a
' App ) W
Save Cancel S
Font Color: €
. 000000
prowzotz  [osseie]No. 10000
Font: (] page 1
Arial v MA001
Font Size: New Invoice I
14 v
JFERRARI F430 (Rad)
(7] Bold [ Kalic ‘
Annotation Notes =
™~ ]
Tag(s): b sl oy VAT Tod
: bo.00 [15000000 A 20 188.0C0.00
b4.00 000 8 000
of I e
.00 000 D 000
.00 000 € 0.00
Created by: 00 000 F 000
Undefined User 0 000 G 000
On- Y b 000 H 000
- .00 | 1000000 | w0 12000.00
Ii ,f m 00| 150000 4 20 1200000
00| s0000 X 20 £000.00
00 000 L 000
o 000 M 000 v

5. Enter the text for the stamp and click Save.
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6. Click into the image (off the dialog) to hide the Edit Text dialog.
You will see the text stamp on the image:

.Emﬂ Approved
eFstechnologu
CUIPUT & COCUMINT MANAGEMENT
[ e ASRess ] [ vvoice Date I 01/01/2012 = e ho } No. 10000
L EFS Yechnaloav Ltd et [ sy I

7. Right-clicking on the stamp will bring up the Text Stamp Options dialog.

Edit Text

Approved

Font Color:

. 000000

Font:

Arial

Font Size:

14

Bold ftalic

Annotation Motes

Tag(s):

Created by:

Undefined User

On:

Thu Aug 2 2018 2:26:09
PM

From here you can:
- Edit the text of the annotation.

- Change the font color of the annotation.

- Change the font style of the annotation.

- Change the font size of the annotation.

- Apply bold and italics to the annotation.

- Add notes about this annotation
(viewable only from this right-click menu).

- Add Tags to this annotation.

- View audit information about the user

and date/time the annotation was created.

- Copy, Cut, or Delete this annotation.

8. Click Save before exiting and returning to the Munis program from which you started.
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Sticky Notes

Sticky notes provide the ability to add a note to an image. These notes do not appear on the

image if the image is printed.

To add a sticky note:

1. Click the 5 icon on the ribbon.

2. Using your mouse, click the image area where you are adding the sticky note.
The program displays the Edit Text dialog box.

5]

V)

Save Cancel

Font Color:

. 000000

Font:

Arial v
Font Size:

14 v
() Bold [ ftalic

Annotation Notes

Tag(s):

Created by:

Undefined User

On:

Thu Aug 2 2018 2:44:37
PM

m + 0

- . @ = 21|DB] o2
Requisition Attachment - 20150044 v Al
N -
DONOT
Edit Text PROCESS
= | uNTIL 1112019
\ DO NOT PROCESS ,

|

VAT Tod

20 189.000.00
0.00
000
000
0.0
0.00
00g
000
20 12000.00
Fol 1800000

000
000
0.00
000
000

8888828888838888|
POZEFXRXGC=IOMMOOD X<

ACTUALE 180,000.00

AL 3500000

| L

TOYALCOST|  216,000.00

3. Enter the text for the note and click Save.

4. Click on the image (off of the dialog) to close the Edit Text dialog.
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DO NOT PROCESS ¢
UNTIL 1/1/2019!

g

[FERETe

5. The program displays a sticky note on the image.

[invoce 0mte | 01/01/2012

EFS Technology Ltd.

I A Bl I

Approved

i mvoice No i No 10000
el I Panaa |

6. Clicking the double-arrow minimizes the note into a small yellow square.

OUTPUT B DOCUMENT MANAGEMENT

‘ N,
Erktechnulngu

|2 ¥volcn Ackdrons | [imvocenate | 91/01/2012 [ Iwocers | No. 10000
EFS Technology Ltd. TSR | | P I P

Approved

7. The sticky note can be clicked and dragged at either full size or minimized.
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8. Right-clicking on the sticky note will bring up the Sticky Note Options dialog.

Edit Text

DO NOT PROCESS

Font Color:

. 000000

Font:

Arial

Font Size:

14

Bold

[P
ftaiic

Annotation Motes

Taog(s):

Created by:
Undefined User

On:
Thu Aug 2 2018 2:52:10

-

From here you can:
- Edit the text of the annotation.

- Change the font color of the annotation.

- Change the font style of the annotation.

- Change the font size of the annotation.

- Apply bold and italics to the annotation.

- Add notes about this annotation
(viewable only from this right-click menu).

- Add Tags to this annotation.

- View audit information about the user
and date/time the annotation was created.

- Copy, Cut, or Delete this annotation.

9. Click Save before exiting and returning to the Munis program from which you started.
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Related Documents
The standard document types available within TCM are preconfigured to look for related
documents throughout the system.

Specific fields on document types are configured to look at related fields on other document
types for identical values.

An example of this is the Vendor Number field that exists on the Vendor Attachment
(APVendorAttach) document type and the Vendor W-9 (APVendorW9) document type.

When you search for a Vendor Attachment, TCM automatically provides a list of documents
related to that Vendor.

+ B8 S | t =K » & o =210 88 ® | %

v A Vendor W-9 - 1010 v A Document Informati

Attachment Filename

W9-Snipit-Tool-355x 16

Attachment Title

DocType

W-ﬂ - ihwut for Taxpayer
kg S Tanantification Numbes and Certification ; VendorW...
- " Description
Related Documents v A s Dell's W-9
§ -  § Vendor Number
|Filter Related Documents | - [ 1t y
1010
Date Key1 Key2 DocType =t e
v Vendor Name
080212018 1010 APVendorAttach
- DELL
08/02/2018 1010 Dell's W-0 APVendorWa
08/01/2018 20150044 1010 Requistion Federal ID
07/2612018 20150044 1010 Requisition 1 ot v it
077282018 20150044 1010 Requistion [ Pt | SR SSN

To view or retrieve related documents:

1. In Munis, navigate to the Munis record for which to retrieve a file.

2. Click Attach on the Munis ribbon and choose the appropriate mapping.
When TCM opens, if there are any related documents it displays a list of related documents
in the Related Documents group.

3. Simply click on a record in the related documents group to display that document instead of
the original one you searched on.
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Dynamsoft Web TWAIN Scanning Driver

To grant the TCM HTML Viewer access to scanning functionality, you must install the
Dynamsoft Web TWAIN driver. Provided the current website is in the Trusted Sites list, the
browser will then be allowed to request an image from the scanner installed on the PC.

Dynams<it, *

Dynamic Web TWAIN is not installed

Download

* Please manually install it

If you still see the dialog after installing the scan plugin,
please

1. add the current website to the Trusted Sites list.

2. refresh your browser.
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