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Introduction

MUNIS is an ERP solution that integrates the Purchase Order
application with our Advantage System.

Tyler’s Procurement software gives agencies
the ability to easily manage processes
associated with requesting, reviewing, contracting
and purchasing from vendors. Procurement
software manages the entire lifecycle of a vendor,
from requisition to purchase, and integrates with
other Tyler financial software to provide
complete  agency-wide  organization  and
efficiency. Applications deliver a variety of power
features so that purchasing agents can spend less
time on paperwork and more time ensuring that
the agencies needs are being met.




HOW TO SIGN IN

How to Sign In

42
1) Locate the MUNIS icon iisus on your desktop and double-click it.
2) The Genero Desktop Client will appear.

o

{#® Genero Desktop Client

Shortcuts |Dpti0ns " Connections " Teminals |

Shortcuts

Add Mew

Bemove

direct

Edit

Duplicate

Start It !

Infarmation
Wersior: |1.33.1g |
Pot:  [B400 | Build: [233114 | [ Esit ]

3) Highlight the MUNIS Live line and click the Start It! button.

4)  You will be prompted for your User Name.
O Typeitinand click OK.

F==

) Start an application

Please enter pour uzer name:

| ok || Concel |

5) You will be prompted for your Password.
O Typeitin and click OK.

# Connection on 131.216.9.57 using 55H

Enter pour pagsword

ok ] ’ Cancel ]




HOW TO ENTER A REQUISITION

6) The MUNIS App Center will appear.
O Notice the MUNIS Application Menu to the Left.

o Fasries
# Frarcish

Ty it vvews inchrcloges com
Mhore it v e s o
Supon i e e s o e hem




HOW TO ENTER A REQUISITION

Requisition Entry

Please Note: Prior to entering a Requisition you will want to make sure the accounts
you will be using have available funds, see General Ledger Account Inquiry for
assistance.

1) After logging in, change to ALL CAPS.
2) Go to the Tree Menu (Left of screen):
O Select Dept.
O Then select G. Requisition Entry.

[ Muiis App Cemter - == TIST (1 Fefreshed Tue Mar 03 == - Nilsen! - 0401 12009

. Spoal 4 4 TECHNOLOGIES
£ Moras Fevsiral Frolmersces
8 \workfioms Assstant Log In Versced
w0 Advn
# o

Ty it vvews inchrcloges com
Mhore it v e s o
Supon i e e s o e hem

3) You will be directed to the Requisition File Maintenance Screen.
O Click the Add New Record L% button (on toolbar).

[} Requinition File Maintesance - SUNIS [*** TEST D Refroshed Tus Mar 03 ]
M D [0 Took b
VX inE U AEQRDXRNGDEES o %0
Mo TemeMocelaacu
o]
Deptloc Staha
Lre Dol [ _r Heodedty 0T
_ FAegunition sumber Ertered M By
_ﬂduﬂ
Gotrmal covmmeily
Pl )|
|
(el | e @ 5 ot e
Tom ||| e
i
Patoerce
Tt ]| || e &
[ e enscrg et |
Ure Oy Dascaption Ui Price Fog  Deck  Cu Line Totl
. »
Total Amward
{0 [ —ET ()] (aa] 1)

4) The Dept/Loc field should be automatically populated (highlighted in Blue).
Do not change this value unless you are authorized to purchase items for
other departments.




HOW TO ENTER A REQUISITION

5) Tab through the following fields:
O Fiscal Year
O Requisition Number (highlighted in Blue)

(] Requinitien Fils Maintenancs - MUNIS [*=* TEST D8 Rofroshed Tus Mar 03 *=]
My G (o Jock teb
v X Al t Y L HE = -]

DeptiLoc a7 [~} FURCKASING & CONTRALTS Stana 2] Cossied
Facal st B L Huaded by m
It qusbon b WY (] ANy EIN Oy inkoard

[FErition]

Verds ol [ [— Ship 1 (T —
M - ALCIMING D PARTIENT ALY
Plmaleg [} A505 MAFTYLAND PRRICOWEY

DELIVERY HRS. 84M-87M MOM FRI

s Vs o] [Ens

Reteersce

Fusa [

6) When you reach the General Commodity Code:
0 Select 2 General Commodity code by clicking on the Ellipses L-..]
within the General Commodity Code field.
0 A list of commodity codes will come up.

e Click on the Description line to sort the listing.

E Commodity Help. __‘@‘g|
File Edt Tods Help
X tRERRERD X RS EHE) St @
Commodity Description A
25 ZZZ2 D0 NOT USE COMMUNICATION, PAGERS
o126 COMMUNICATION, TELEPHOMNE SYSTEMS
o127 COMMUNICATION, Twi0-AWay RADIOS
mz2a COMMUMICATION, ANSWERING/PAGING SERVICE
m23 COMMUMICATION, LONG DISTANCE SERYICE
o130 COMMUNICATION, PAY PHOME SERVICE
MR ZZZ D0 NOT USE COMMUNICATION, FIBER OPTIC CABLES
32 COMMUNICATION, COMPONENTS
o141 CLOTHING, ATHLETIC
o142 CLOTHING, RESALE
0143 CLOTHING, LABORATORY
o144 CLOTHING, MISC
0145 CLOTHING, UNIFORMS PLURCHASE
0146 CLOTHING, UNIFORMS RENTAL
o161 COMPUTERS, PERSOMAL
g2 COMPUTERS, PERSOMNAL ACCESSORIES
[]>c} ZZZ DO NOT USE COMPUTERS, PERSONAL PERIPHERALS
[nl:2 COMPUTERS, PRINTER
[nl:3 ZZZ D0 NOT USE COMPUTERS, PERSONAL TERMINALS/MONITORS
0] COMPUTERS, NETWORK EQUIPMENT e
Search / Filter Record
(@] (7] @ | I I J[Go[4)(» bor e
OVR

O Select the commodity code that best fits your type of purchase by
double clicking on the commodity code. You will be directed back
to the Requisition File Maintenance screen.

O Hit tab and the General Description field will auto fill with the
description.
7) Hit tab again and the Status and Entry Date will auto fill.




HOW TO ENTER A REQUISITION

8) Tab to the Needed By field.

0 Fill in a date or click on calendar icon B to select a date.

(] Requinitien Fils Maintenancs - MUNIS [*=* TEST D8 Refroshed Tue Bar 03 *=]

—

OFRCE SUMPLILS

T

T—— )

Y

Ervere

PLBCHASING § CONERALTS
O friceri
Gl DFFICE SUPPLES.

G o Hotar

e =)

FECEMNG DEPARTMENTARLY

506 MAFHYLAMD PRFROWEY

DLIVEITY WIS -804 M0 TP

A5 VEGAE |

9) General Notes replaced the Pos-it Notes.

O Atleast one General Note is required in all requisitions:

E General Notes
My Fle Edt Tools

Help

vX iR HAERUXBISE @D

Piint On PO

2009 50904519
2009-04-12 1915

nilsenl

Print on PO.

53

L | I T B | N T

Mates,

o
=
@

Name, Building, Room Number, & Mailstop.

The General Note is also used to
communicate information that is helpful to
you buyer to expedite the requisition such
as Fax PO to Vendor; RUSH; etc. These
types of comments must be entered on a

separate Note than the delivery
information.

Click the General Notes button.
Click the Add New Record L% button.

i»




HOW TO ENTER A REQUISITION

e The Requisition; Date/Time; and Created By fields will
auto fill. Your mouse will be positioned in the Notes Line
tield.

O Add your note, and then accept it by clicking on the Green Check
v (Top Left corner).

e To add another note, click Add New Record button
and repeat same as above.

@ General Notes E‘ E‘ g‘

My FEle Edt Tools Help

ivX|lidBRRua=S B XROSEHBEED (<

Piint On PO Requisiion | 2009 90904519
_ Date/Time  |2009-04-1319:15 Pririt on PO,
Bieted By

LESLIE NILZEN, CEBE 235, ~

<

O When you have accepted your last note:
e C(lose the General Notes screen by clicking on the Red
Box with the X in it & (Top Right corner of screen).

e You will be directed back to the Requisition File
Maintenance Screen.

10) Tab to the Vendor field.
0 Select a vendor by clicking on the Ellipses l-..] within the Vendor
Number field.
0 You will see Vendor Help dialog box.
O Type the first several characters of the vendor’s name or type in
the entire vendor name (this must be entered in ALL CAPS).
O Hit Enter or the Accept icon (Green Check¥ ).

Ell‘emlnr E
My Fle Edit Inols Help

i X tEBRE R ASRYXERA

Vendar Alpha [OFFICEMS]

Vendor Alpha.




HOW TO ENTER A REQUISITION

e A listing of vendors that matched the spelling you entered
will appear. Double click to select the vendor that you will

be using.
= If the address displayed is not the one you

need click on the Ellipses .. just after the
vendor number. The Vendor Address
Help screen will come up. Select the
correct address by double clicking on it.

W vendors EEE

I:L: T ':M: Hais B ADSR EE Bt @

ASE UFFICEMAS CONTRACT DO NOT USE JFH0 W DIAELD DR R EB1-E3 ACTIVE

Seach / Fiee Peceed

=[] @ o 14)[» Lotl

11) If your Vendor is not listed, please let us know by Importing a note in the
Vendor/Sourcing Notes.
0 Click on the Vendor/Sourcing Notes [EVeia/Soucs ot l
button.

O Click on the Import button (Left of screen).




HOW TO ENTER A REQUISITION

[®] vendor Sourcing Notes E @
My File Edit Tools Help
G xki1sB [
e l—
T Date/Tme | Fiint on P
mpart
Gesmty |
I
L
L oecc  (v](m]lea
OVR|

e The Requisition Notes screen will appear.

[®] Re quisition Notes

Flle Edit Tools Help
HAaZRUVX aBEed EE D Y@
Type Number Dated By User _ Description
Standard 1746 12/22/2006  gonzadsd FROVIDE ALL MATERIALS LABOR, TOOLS SUPPLIE
Standard 4580 03/21/2007  gonzads3 T0 BE BID
Standard 5172 04/05/2007  gonzad5d PURCHASED [N ACCORDANCE WiTH SCOPE OF WOR
Standard 9764 0B/3/2007  nilkenl HAZMAT LISTED. MSDS REQUIRED WITH SHIFMEN
Standard 9765 06/30/2007  nilkenl PLEASE FAX PO TO VENDOR
Standard 1ME012/11/2007  goneadS3 DELIVERY AND INSTALLATION OF THIS ORDER MU
Standard 22867 (410/2008 gonea353 ADDENDUM TO FREIGHT TERMS VENDOR MaY SHIP
Standard 22660 041072008 gorzadS3 FLEASE SHIP FED EX EXPRESS
Standard 29313 07/25/2008  munis PURCHASED IN ACCORDANCE WITH SCOPE OF WOR
Standard 29315 07/25/2008  munis FURCHASED IN ACCORDANCE wiTH SCOFE OF WOR
Standard 2937 OF/5/2008 munie PURCHASED [N ACCORDANCE WiTH SCOPE OF WOR
Standard 29324 7/5/2008 munis COMPETITIVE EXCEFTION APPROVED DN X</4040/44
Standard 29976 U7/25/2008 munis (INSERT 8) COMPETITIVE QUOTES RECEWED SEE
Standard 32519 0/04/2008  gonzadS3 STATAUS OF REQ
Standard 33585 (8/23/2008  gonea353 Fiadioactive Mateiiaks License 03-13.0305-0
Standard 3620911/21/2008  gorzadS3 PURCHASED [N ACCORDANCE WiTH GUOTE NUMBEF
Standard 3732 12/29/2008  goreadS3 Al federally funded purchsses must comply
Standard 99453 02/27/2008  gonza353 THE ABOVE PURCHASE ORDER NUMBER AND DEF&F
Search / Fiter Fiecord
(w](®] I IL J{Go|[4][» o G
OVR|

e Sclect New Vendor (#4581) by Double Clicking that line.

*  (lick the Update the Current Record L
button.
@ Fill in the requested fields.
¢+ Make sure the Vendor
Application & W-9 Forms are
sent to the Vendor. (You can
get these forms on our Website
at:
http://putchasing.unlv.edu/Ho
w%20t0%20do%20Business.ht
ml




HOW TO ENTER A REQUISITION

[8] vendor Sourcing Notes |’._HE‘E‘
My File Edit Tools Help
ivX[iB@ u st BYXRISAEREI ¢
Frint On PO Requisiion | 2009 30904519
_ Date/Time 20030413 13.40 Print on PO
VENDOR MAME: OFFICE INC.
PHONE £:70Z-555-1Z717
FAX#:702-555-1414
CONTACT PERSOM:LINDA SMITH
VENDOR APPLICATION STATUS: SENT TO VENDOR
O 4713703,
b
I — 3 T =
OUR,

When the fields are complete,
accept the note by clicking on the
Approval icon v button.

Close the Vendor/Sourcing
Notes screen by clicking on the
Red Box with the X in it .

12) You will then return to the Requisition File Maintenance screen.
O The Entered By and Ship To will be populated with default

values.

[E equisition file Mainsenance - MUNIS [**= TEST DU Refreshed Tue Mar 03 *==]

OITICE SUPLILS [

Verdds ) (] ) Comeed
Hrea TGN CORTIALT, ING
PO maing Wi oA
LT DARIELS
DERZ2 ELFSTROM AVE
LasvEGAS W e
Font Gt [ oFPEMsooNTRAT, MO

i Vend Eoucrg Noles ]

Totsd dmvenrs L]

POH oM

Dapaitec ik Gl PURCHASING L CONTRACTS S 3] Cinsied

Fiscal pac L Woadedly 04RO DN
Fimquisition resbes Enimed (0400208 KDN By el
[TREp— 0 DFRCE SUPPLES

Garaas dascrpton

13) Tab to the Reference field.

O Fill in with the name of a Contact Person from your dept. and
their full Phone Number including area code. This will be

printed on the PO.

10



HOW TO ENTER A REQUISITION

[E equisition file Mainsenance - MUNIS [**= TEST DU Refreshed Tue Mar 03 *==]

Baptilec a7 G| PURCHASING § CONTRACTS sunn 3] Covated
Fincal pom £ L Woadedly 04RO DN
Flmipasitaon mashee SRS Enimed (0400208 KDN By el
[E— e fod  OFRCE SUPPRLES
P ornict surmis )|

Verskr w3 Commmited Ship 1o (R

e O FICEMAY CONTIUAEY. INE RECEMNG DEPARTMENTARLY

PO g = 45U MARLARD) PRI

(T BAIE DELVERTY HEIS. S804 4PM MO I

M2 ELFSTROM AVE i

LasvEGAS W) femes
Rt ) [F] omEusconTRecT. Me

i Vend Eoucrg Noles ]

Totsd dmvenrs L]

4 4 1ot PM M

14) If you have a Cash With Order Requisition, press the tab key to get to the
Terms/Miscellaneous Tab.
0 If NO Cash With Order needed, Click on the Accept icon
v button and you will be directed to the Line Detail
screen. (Skip to Step# 19 on page 13).
15) Tab through the following fields (no entry required in these fields):
O Discount %
O Freight %

Eﬂenu‘tllhn le Maintenance - MUNIS [*= TEST DO Refreshed Tue Mar 03 =]
By G [ Jook e
vXE ITRE YoM ISR HE . @

Man | TemeMocslunmos

[ B Continct
Fraght o Humbe: [} [E]
j—
Freight methbema
B ) itk o
Special harelieg W HOME - Humbes = [
Dot
Tek [Jm]

promes

&

Buyer e Ll e
P -

Tiee - NOFMaL -

Puschaie oo

[ Moty cograton b cimomen v )

[0 Mok eviguren of verages

Totsd dmvenrs L]

4 4 1ot PM M

16) The Method/Terms field will default to Nez 30 Days.
0 This should remain unless you need a Cash With Order or Auto
Payment Schedule.
e If so, delete the Nez 30 Days wording and type in CASH
WITH ORDER or AUTO PAYMENT.

11



HOW TO ENTER A REQUISITION

[E equisition file Mainsenance - MUNIS [**= TEST DU Refreshed Tue Mar 03 *==]

Totsd dmvenrs L]

17) Tab to the Bill To field.
O This will default to your Mail Stop.

e If you need to change the Mail Stop, click on the ellipses
and a listing of valid Mail Stop codes will appear. (If you
are unsure, leave it on the default value). This is an
Important step as this Mail Stop code will be used to

ensure your invoices are mailed to you directly and
NOT Accounts Payable.

[E equisition file Mainsenance - MUNIS [**= TEST DU Refreshed Tue Mar 03 *==]
B B g Tmk b
VX IRE T M *AneEd HE - @

Han | TemeMecetanms
[ a0
Froght o (=]
unLy b ot
- Hursbas = [
[—
Tek [ Ok
Aoyion =
Bups s = s

Totsd dmvenrs L]

18) Tab through the following fields (no entry required in these fields):
O Special Handling (it defaults as N-NONE)

Allocation field

Buyer field

Review field

Type (it defaults as N-NORMAL)

Notify originator when converted to PO

Notify originator of overages

Oo0o0oOo0OO0O0

12



HOW TO ENTER A REQUISITION

0 Contract Number
O Work Order

19) The Line Detail screen will appear.
O Enter your Quantity.

[ Line Dutast
e B (R Jook teb
VE IRE UM ! S EHE = @
[
Fucd pea | 200 ke wy (PR
Donl
Quantity | 4 Unit prca o0t
[ G (] s
Invereey Fisght
i = 2 Dusccust soszont ]
Loy = b Gt m
Tioa Pk bkt L B
Puchus
Dascigbon
R A O M .|
[sse——
Verds ] Dwgeoc Fitd ) PURCHALING & CONTIALTS Pesdacat B =
1R ® Pegaedty |40 KN [ Nty b
et o [Re——— [ dmcurtpasbeaton  UNKNDWN
I (X0 » UM

20) Tab to Commodity.

0 Click the Ellipsis [..] and the commodity you used in Main Tab
will appear in the Commodity Help Screen.

E'] Commodity Help
My Fie Edi Took Help

B
ivX | tREB YA RDPXROSE

General commodity

Enter a general commodity (type 2).

0 Click on the Accept icon v o accept this line item.
0 A Commodities Screen will appear.

File Edt Tools Help
X tREHAE R RDEOED ME 0 )
Commodity Type | Desciiption Object Uk Piice -~
4 SUPPLIES-LAB oo
2 4 s S-OFFICE 3445
0681-30:13 4 SUPPLIES-OTHER 7500
0B81-30-14 4 SUPPLIES-RESTALRSNT 0o
0681-30-16 4 NONANVENTORY EQUIP/FURNITURE 94.46
0681-30-18 4 OM LINE ELECT SUBSCRIPTIONS 0o
0681-30-21 4 INDEF CONTRCTOR FEES 0o
0681-30-22 4 REIMBURSE IND CONTRACTOR TVL 0o
0681-30-23 4 OTHER CONTRACTED SERVICES oo
0681-30-25 4 FIELD TRIP EXPENSE 0o
0681-30-26 4 REGSTRTN/CONF/TRAINING FEES 0
0B81-30-28 4 SECURITY EXPENSE 0o
0681-30-20 4 POSTAGE 0
0681-30-31 4 FREIGHT/DELIVERY EXP 0o
0681-30-32 4 BOOKS/PUBS/PERIODICALS 0o
0681-30-33 4 LIBRARY SUPPLIES 0o
0681-30-35 4 LIBRARY SERVICES oo
0681-30-37 4 INSURAMCE-GEMERAL 0o
0681-30-38 4 INSURANCE-SPECIAL PURPOSE 0
0681-30-39 4 INTEREST EXPENSE 00
Search / Fiker Recard
[][F] @ | I I 1[Ga] (4] [» 2 652 G
OYR|

13



HOW TO ENTER A REQUISITION

0 Select the Object Code and the Sub Object Code that best fits
your purchase by Double-Clicking it (Example: 0681-30-12).
21) Tab through the Item field.
22) Enter the Unit Price and Unit of Measure (Example: LOT, EA, MO).

[ Line Detast
B b G [ beb
VE IRE UM & S EHE = @

Feurer

Foncl pove | 200 Vst WY e[ 1
Dond
uansity 1]
Commety o W01 Gt (2]
Ireioey =
b = [ o

Desciption SUSPULSONCE

KAl Denciticies |

Verds () brtsc  [T17 [l PURCHASING § CONTIACTS Fondseset [ %
10T . Pegaedly |40 KA [ Nty b
et [B]  feawsesty [ S posbcatiors  UNYSEWY

Lt of e,

23) Tab through:
O Freight
0 Discount Percent (If Discount Percentage by vendor is given,
then enter here)
0 Credit
24) Enter the Line Item Description (IN ALL CAPS). This must be a complete
description of the item you are purchasing (part name, number, and item

description). Formultiple items you must use multiple lines on the requisition.

[ Line Detast
By Be [ [k beb
v i T r ¥ S EHE = @
Vasoner
Frecal o | 208 Hunbees AN LEC T |
Dond
Quanisty 10 Ut prce 500000
Commodty 0681 092 Gl [2] uos
Ievericry Fight m
- = [Z] Disecut gaszert (]
R et (]
L sem ikl EE
Ty
Dascigbon PG DRNDEN. P T8 P SO0 MEAYY DUTY 57
R A O M .|
-
Verds ) Dwgeoc Fitd Gl PURCHASING & CONTIALTS Pesdacat B =
10 bee » Pegasdly 40200 K (] Moty bagyer
et [B]  feawsesty [ S posbcatiors  UNYSEWY
o =t L]

14



HOW TO ENTER A REQUISITION

25) Tab through all remaining fields until you get to the Account field.

Descighion 3P DT P T P TS0, R DUTY

Ve i Dwerac 317 PURCHASING & CONTIALTS Fomdssat W
103 bon Pegamdby DA 41 ety bagrer

Pagumtad by At posheation UNKIDWN

Sea 1 hocour Bscmpton et et

L, Actrurt b be charged.

O Enter the Account Number you want to use. Enter in the fund,
the agency, the organization number followed by .00, then the
object code. (Example 2221-208-0870.00-30)

O Tab until the amount is highlighted (on the Account line). Due to
our current financial systems only one account may be used
per line item.

* If you do not have funds available in the
account that you chose to use, you will get
an error message and you may not be able
to complete the requisition.

®  Check your account balance in GL Inquiry,
Data Warechouse or Advantage to make
sure you have enough funds available for
your requisition.

0 Click on the Accept icon v o accept this line item.

26) You will remain on the Line Item Detail screen. You may do one of the
following:

0 Update the information you have entered by clicking on the

Update the Current Data 4 button.
O Add a second line item to your Requisition by clicking on the Add

icon[ %,
O Accept the information by clicking on the Accept icon¥.
e Close the Line Detail screen by clicking on the Red Box
with the X in it&d.
e You will be directed back to the Requisition File
Maintenance Screen.

15



HOW TO ENTER A REQUISITION

e Ifyou get an Error Message (Error Messages show at the

Bottom Left of your screen), you may be using an account
with insufficient funds.
®  Use a different account or wait another day
(remember MUNIS is one day behind

e Be (8 Tk b
VE IRE Y AE QB X 5L HE -
[
CooyGLAcer | Fuvcal poue | 30080 Wb Y [EEIa |
[ Dackiolins | Consl
= Guntity (1} Uri price L
[Comuctremn] sz uom 5
Ireioey Fimght m
- Disceunt pascont ]
Locaon Ot o
= L b it 00
Dascighon P DO, P T P TS0, AN DT 5~
-
Vordes s Dwersc (217 PURCHASIS § CONTIALTS Fondsezet W
T Pegmedty /00 311 Nty bger
e [Re— Amcurt pethcaton: URKNOWN
Sea T accamt Esoompton Amcart et
mE J =] sm
/\\ oats )

27) Attach necessary documentation such as Vendor Applications; W-9; Quotes

and Competitive Exception forms by clicking on the Paper Clip icon U (at
Top of your screen, on the toolbar).
28) Click on the Release button (at Left Side of screen) to send the
Requisition to the appropriate Approvers.
O After releasing, your Requisition will change froma 4 toa 6 or 8
Status depending on your MUNIS profile.

[ equisition File Maintenance - MUNIS [=== TEST OIS Refreshed Tue Mar 03 ==]
B e [ [k e
[ I U MERDXROSE EE | 0

Man | TommsMecobrmons

Sstch Fom

Bepaiec F PURCHASING & CONTRACTS
Lre Detsd Fincal pom o) »
——— Fleasition masber 5T o A13] By e
[E— (=]
e [ep— DITICE SIS |
o
Verskr = = Commmited Ship 1o e
Motes [ TOFFICE A CONTRALT. INC FHECEMNG DERARTMENTARILY
[T] PO madng " CPETMES 4508 MARYLARD) PEART
LT DARIELS DELWVERY HFS. 846 4P MON FFI
[ M2 ELFSTROM AVE AT VEGAS LD
GL Sumenary -
( ] T — Fien FOLANDO MOSQUEDA 700 835 2561
[(limmgtomme | | 1 [B] omEmsccomTRacT, M

i Vend Eoucrg Noles ]

29) Click on the Approver button (at Left Side of screen) in order to view
the approval status of your request.

16



HOW TO APPROVE/REJECT A REQUISITION

Howv to Approve/Reject a Requisition

1) After logging in, change to ALL CAPS.
2) Go to the Tree Menu (Left of screen):
O Select Dept.
O Then select I. Requisition Approvals.

(B Muris App Center - === TUST D8 Refreshed Tue Mar 03 === - Nilsend - 0471 1/2008

MUMNIS® Application Suite

R —T——
T ek sl L I Verserd
& Admin
o Hets

5) All requisitions awaiting approval will be displayed. This screen displays the
Fiscal Year, Requisition Number, Originator, Description and the amount of
the requisition. In many instances there will only be one RX displayed.

6) Click the Update icon[J.

O The first Requisition will be highlighted for you.

17



HOW TO APPROVE/REJECT A REQUISITION

[E Requisition Apprewal - MUNIS [** TIST D) Refreshed Tue Mar 03 =]

7) Move the cursor to the desired line and click on the View Requisition
button.

(B oquisitisn Appravel - MUNIS [*== TEST DH Rafresked Tus bar 03 =]
tr B gt Jooh tet

VX LREB HAERFXD -2 EHE 2um |+ @
Code Tew fegh Ertered by Descrpton Type  Amourt Juhcstan Aed
Ve Plecquiiion 2010 FHO00005 goras Y DUIT OF STATE AMFARD VIR 10000 Mok Hosackad

t ¥
Vol codes: blank, (M, (Alpprave, (Rjelect.
csevnacks o Mppeslt,

H Py dekar

8) The Requisition File Maintenance screen will appear.

(8] Requisition File Marienanes - MUNE [*= TEST D8 Refrehed Toe bar 00 =]

My B Do fodk teb
X i TUMERD*R-SRQEE I8

[T Py rr—

DepiLon air PURCHASING § CONTRACTS Sima 6] Mokt

Fiacal pear o Neadodty T

[ —— ooy [ T R

Sermnd commety o

[ — ENTERTARMENT FPEWORES [ ormn et |

vaay ] = Commtnd Shap e

e G TEL MOUAD FECEMING DEPARTMENT ARGV

PO ey 0 AT P
DBa D1 PR 10004 DELVERT 1475 S 4754 MOV FF3
OB TIE LS veas | s
SCOTTEOMLE | = L

L 1 [ oonstiL mowno

[@ i Sreeg e

e Oy [ Und Prce gt et Ced L T 10 L Agoamrs

1=
~|
S
|
3
u
3|
i

9) Review the information on the requisition such as the Vendor Name and the
Total Amount.

10) If any changes need to be made, click on the Update iconljr; then go to the
desired field and make the change.

11) Click on the Notes[__*= | button to view any notes associated with this
requisition.

O If there are no Notes for this requisition, you will see an error
message in Red at the bottom, left of this screen saying “No notes
exist for this Requisition”.

12) Choose the Accept icon v or the Line Detail =" ] button to view the
individual line items and the description of what is being purchased.
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HOW TO APPROVE/REJECT A REQUISITION

Do comasiiy o

Sl dmucrencn ENTERTARMENT FREWDRE i G iotes |
[
o Vanas o [ et
e GLRTLL WOUAE
PO ey []

Dla C41 (Paci 700

FIBOATIE

SCOTISOALE =]
Pt 1 [ oonstiL mowno

RECENING DEPARTMENT ARV

T ATYLASE PRI

DELNERT HRS B 4P MON FFE

Fep ey

| s

13) To return to the Requisition Approval screen, close out the Requisition
File Maintenance screen by clicking on the Red Box with the X in it &3

(Top Right corner of screen).

14) Type one of the following for Approval in the Code column (in CAPS):

O] Reguisition Approval - MUNIS [*** TEST DB Refreshed Tue Mar 03 ***]
My File Edit Tools Help

ivX dRR A RPX B SEEED (S ot

Code ar | Regqf Entered by Description

A 010 91000001 rilser

|~

EQUIPMENT / SUPPLIES MISC
010 91000003 rilsen| EMTERTAINMENT, FIREWORKS

Type | Amount
VER
VER

Justification
450000 Not Needed
105000 Not Needed

FevC  Commen

|

OWR

O H — The system will hold the requisition.
¢  You will then be directed to the Comment field
for notes on why you are putting this requisition on

hold.

e It will remain in hold status in this screen until
processed as an Approved or Rejected status.

e Click the Approve button or hit Enter to accept

the hold.

e An email will be sent to the originator notifying
them the requisition is placed on hold; see email
notification example on the next page.
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HOW TO APPROVE/REJECT A REQUISITION

0 =T

LT TooononE

Bukitel Pamiieg naimon

The TRI4VIR Tiem aer b BiooR 0
3 GoMT

User milseni bas e
pe =

Pendisg ketica Approve

o
i, paviove

f1ad thas

o4 the Eequisitios SOSCANL (fiseal yaar 400H)
2% TURNIIRRIGE, CRFICE TURMITRRE

ipproval Tryer v

This is & WINIS system geiszaved message. Please do hot £eply o this

for departeent 317 With the comsodity code 945

smonitoeed mai o,

= = <[ 3 mcorrecint = | |Loske Wikan, =l -

O A — Approves the requisition.

If the requisition requires a single approver, then
this approval turns the requisition status to 8-
Approved. (The requisition is then ready for
conversion.)

If multiple approvers are necessary, this approval
will send the requisition to the next approver. (The
document will remain in status 6 until the final
approval level has been completed.)

*  You will then be directed to the Comment
field. You may add a comment if needed.

= If not, hit enter and the requisition will
disappear from this screen and will be
approved.

* An email will be sent to the originator
notifying them the requisition has been
approved; see email notification example
on the below.

mered the requisiticn BOSOASIL (Eiscak year 3008}
=t PAPER.

for deparveent 317 WiTh the comsdivy code Gie3

=[[3 =[] oot =] [t =] (€

0 R —Rejects the requisition.

A message will be displayed alerting that the
requisition will be closed. (This will change the
status to a 1 on the requisition and will send the
requisition back to Requisition Entry.
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HOW TO APPROVE/REJECT A REQUISITION

* Answer YES to Reject and a Standard
Note screen will appear.
* Enter the reason for the rejection and click

on the Accept icon¥ button.

* An email notification will be sent to the
originator, alerting that the requisition was
rejected and why.

* The department will be able to access this
note by bringing up the requisition and
make corrections.

* Note: The previously allocated funds for
the requisition will be released for other
requisitions.

* An email will be sent to the originator
notifying them the requisition has been
rejected; see email notification example on
the below.

@ Panding requisities rejected B Lotes Hales

TooonuEE

aLRoeE PECEE

LA urvnad decumerst | meareg == =] = ncorecimt || Lok Wi, =1y =)

15) Choose the Accept icon¥ button to process the Approvals, Rejections and
Holds batch.

16) Close the Requisition Approval screen by clicking on the Red Box with the
X in itd.

[ Requisition Approval - MUNIS [** TEST DB Refreshed Tuse Mar 03 ™)

ERTERTAINMENT. FIREWORKS 10801 (0 Mk Hoexdedd

Appegeg Diters
Sgprivm Dl
Approval Comments

<

Lipxdativey thes recuskion recon s

17) Once the Departmental Approval is made, the requisition will be routed to the
appropriate Buyer in the Purchasing Department for to convert the requisition
into a Purchase Order.
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HOW TO LOOK UP A VENDOR - VENDOR INQUIRY SCREEN

How to Look Up a VVendor - Vendor Inquiry Screen

1) Go to the Tree Menu (Left of screen):
O Select Dept.
0 Then select C. Vendor Inquiry/Reports by Double Clicking it.

[roee it e yrtechrcloges com |
W i et s o
= T~

3 >

2) The Vendor Inquiry screen should appear.
3) Click on the Search icon #4 (on the Toolbar).
4) 'Then Tab down to the Name field.
O Type an Asterisk * before and after your Vendor Name. (The
Asterisk is a Wild Card that will pull up any vendor name with
your search name in it.)

[5 vendor Inguiry - MUNES [ === TEST D8 Refresked Tes Mar 03 =]
By Dl [k Tock tep
v X B RAE R RNSR EHE) St O

Eny
Ty ~

Pl e

Toma | Contscts | Mac

L]

(8] W3 iecmvened [T

5) Hit Enter or the Accept icon ¥ (top Left).
6) Your search should reveal your Vendor. See the Page of field to see if there
are more selections.
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HOW TO LOOK UP A VENDOR

=
Lheckaing

i
| [ J o
e

[ e Hatery |

W weaend

[5 vendor Inguiry - MUNES [ === TEST D8 Refresked Tes Mar 03 =]

Contacts | Mic
i [ Ptomance
[Beommomy
[E5pemts
PO DO G060
Metes
(=1
T [BCwncwn
CHETT [@Fom
[ Pennipransa
uga Fovenp ersty
s
o [

(T

VENDOR

7) Use the Arrow keys 0O == 1B to finish your search if applicable.

INQUIRY SCREEN

8) If you cannot locate your vendor using the Name field:
O You can search by virtually any field on this screen.
e Click on the Search icon#d.
e Inany field, (Example: the Address line) use the Wild
Card * before and after for a more thorough search.

X -0 Y

23!

Tome

i

B

o

fiey

O ek
Delmit

B reisinage.
W

®

5] i e

Frst e o verdder's adkbrest

[5 vendor Inguiry - MUNES [ === TEST D8 Refresked Tes Mar 03 =]
By Dl [k Tock tep

i = -]
Entiy
Tron £
w Peswn -
Contacts | Mic
PO D0 G
Metes
[E] Fovesn evsty

o
(T

R

e Hit Enter or the Accept icon¥.
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HOW TO LOOK UP A VENDOR

[5 vendor Inguiry - MUNES [ === TEST D8 Refresked Tes Mar 03 =]
Hr Bl [ Tock el

v X it NE RS BE = @
Verd 3 By 0

Heha BN Ty

San ACTAY Flesson

d | Tems | Contacts | Muc

Hame [T [ Ptomance
[ Commensey
= Bheeis
PO DO G060

Hoter
(=1
[BCwncwn

@ cs

T2 0
P TS0URGH

Perniphvarss

g Fovegn ety

o 10719
(T

VENDOR

INQUIRY SCREEN

It will bring up every vendor in the MUNIS System with

that address. There may be multiples.

Use the Arrow keys dlrecz DM to finish your
search if applicable.
If you still cannot find your vendor, please send them a

new Vendor Application & W-9 form to fill out. You
can find these forms on our website at:

http://putchasing.unlv.edu/PDF_Files/NEw%20Vendor

%20App%201.30.07.pdf

e Once you receive this back, you can attach them to your
Requisition Electronically.
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GENERAL LEDGER ACCOUNT INQUIRY

General Ledger Account Inquiry

1) From the Tree Menu:
0 Click on Dept.
* Then Double-Click on A. G/L Account Inquiry.

[E] WUINIS App Censer - *= TEST DA Refreshed Tue Mar 03 == Nilsen| - 04/05/2009

WL A aten Marn
i Favaitas

7 S

5 Mavu Prrsonsl Posdaisricas
T Woddlow Assctind [Log b Visttion]
* A

& Mol

e i v etechnologes. com |
[ Murs Vit e e rari. com
[ Sicoon B b i et iy

2) The G/L Account Inquiry screen should appear
0 Click on Seg Find.

6. Acco
3
Furd
(o] o=
P boe e
Horthe
o =) -
( = ) e Compe | Cume Yo Hatery
P 20810 Facal e 2008 Fucalew 2008 Fiscal e 2007 Fical Yew 2000
Dogriad Burdged
Tuaratensin =]
Tuaesiees Out =) =) =)
[e—r—
st Memsi @ E
Ercuntuances = = = =
Ireegin To Date
Avalatle
Pescent ued
(e} [0 E)

3) The Find by Segment screen should appear.
O Enter in your
* Fund, Agency & Org + SubOrg (if you DO NOT have a
SubOrg, enter .00). See example belorw. Then hit Enter to start
your search.
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GENERAL LEDGER ACCOUNT

[®] Find by Segmant .!'Z!rﬁ'll‘f..
My Bl Gt ook Hep
v X AT Y X[ 5 »
[seprsegmnt]  Fir Ei [
Agency ez L
igsSutig 03000 [
Obect [
Chactm cocks [#e)

Aeteant stz -

Pascart Used

Fracal yoor 20005
Fincal year 2010
Fracal yoar 2011

it third Bccount segment cods

INQUIRY

4) 'There are three Account Tabs associated with the GL Account Inquiry screen
that give balance and expenditures: Current Year; 4 Year Comparison; and History:

[B 6L Account Inquiry - MUNIS [=*= TEST DB Refreshed Tue Mar 03 *=]

e 0 90 0530
Acct s |GUNLRAL OPERATIONS

Suhn v | Bt ey
|
—r ] Fical o 208 Fical Vo 2071
) o ®
) [e=]
(&) (&)
] ) ®
o] o [ 0[]
a0 () (&) @)
5 [F)

wm

v X REDRV RSB BE
furd [390 - st
[etad O |0 ot
[HTJ Otyct 30 GENERALOP  Tioe Exporen
Smatrd
Lo
w (&)
i[5
m
) (&)
)]
()
m
m
(e o RIbIWE

@

[ o

m m

5) You will be automatically on the 4 Year Comparison Tab.

6) Below is a Field Descriptions for clarification on any of the fields in this screen.

Field Description

Fund The fund (or account segment 1) to query.

Org The org code for the account to query.

Object The object code of the account to query.

Project The project code, if applicable, of the account to include
in the query. Project codes are optional. Click the folder
button for additional details on projects associated with
this account.

Account

The full general ledger account number. You can enter
this number during the Find process; if you enter the org
and object codes for the account, the program
completes this box with the full account number.

Account Name

The general ledger account description. The program

completes this box according to the org/object code or
account number entered; this box is accessible during
the Find process.
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GENERAL LEDGER ACCOUNT INQUIRY

Type

The type of account: balance sheet, expense, revenue,
or statistic. Select the blank option to include all types.

Status

The current status of an account: active, inactive, next
yeatr, or closed. An account's status determines whether
it appears on reports and if transactions can be posted
to it. Active is the most common status. Active accounts
can appear on all reports displaying account information
and are generally available for posting. Next Year status
indicates that a particular account is only available for
next year budget entries and reports. You cannot post
transaction to this account in the current year. The
status of the account automatically changes once the
Year End Close process is completed. Inactive status
prevents all posting to the account. Accounts with the
inactive status do print on all reports. An account can be
rendered inactive at any time in the fiscal year,
regardless of the presence of current year transactions.
The account can be reactivated at any time.

Closed status indicates that an account is completely
closed to all input and only prints on those reports
offering the option to print closed accounts. You may
not enter any transactions against it. An account is
designated as Closed if there has been no activity -
other than budget activity if the fund is a multiyear fund -
posted to it in the current year.

MultiYear Fund

This check box indicates that the account is part of a
multiyear fund.

Budget Group (These boxes are available when you click Bud Group during the Find

process.)

Rollup Code This box contains the rollup code associated with the
account.

Rollup Year This box contains the fiscal year for which the rollup is

valid.

Rollup Program

This list indicates the program for which budget the
rollup group controls.

Current Year Tab (Fields on this tab vary according to account type. This tab is not
available if the selected account is in a NSFY fund. )

Balance Sheet Account (Balance sheet accounts display three columns: Current
Month, Current Year, and Last Year.)

Starting Balance

The account balance at the beginning of the identified
accounting period (current month, current year, or last
year).

Activity

The amount for account activity during the identified
account period (current month, current year, or last
year).

Ending Balance

The most recent account balance (the starting balance
less any activity amounts).

Memo Balance

The general ledger memo balance.

Revenue Account (Revenue accounts display two columns: Current Year and Last
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GENERAL LEDGER ACCOUNT

INQUIRY

Year.)

Orig Est Rev The estimated amount of the original budget for the
current or last year.

Est Rev Adj The estimated amount of the transfers in and transfers
out for the current or last year.

Rev Est Rev The estimated amount of the revised budget for the

current last year.

Actual YTD Rev

The actual amount of the revenue for the current or last
year.

Remaining Rev

The remaining revenue for multiyear accounts.

Percent Collected

The percentage of the estimated revenue actually
collected.

Expense Account (Expense accounts display two columns when carryforward
monies are not shown: Current Year and Last Year; expense accounts display three
columns when carryforward monies are included: Current Year, Carry Forward,

GAAP, and Totals.)

Original Approp

The starting account balance.

Budget Xfrs/Adj

The total of the transfers in and transfers out.

Revised Budget

The revised budget amount after adjustments.

YTD Actual The actual balance at the end of the fiscal period or
year.
Encumbrance Amounts intended for a specific purpose. The

encumbrance balance provides the total amount
marked for outstanding purchase orders from the
account. The available budget is reduced by the

encumbrance amount.

Requisitions

The amount for orders placed against the account but
not yet deducted (that is, the total amount encumbered
through requisitions).

Available Budget

The total available budget.

Percent Used

The percentage of the total budget that has been used.

Inception

The inception to start of year balance plus the actual
balance in the account.

Statistic Account (Statistic accounts display two columns: Current Year and Last

Year.)

Original Goal

The original amount for the fiscal year.

Goal Changes

The amount of transfers in and transfers out.

Revised Goal

The revised budget after adjustments.

YTD Actual

The actual year-to-date balance.

Percent Complete

The revised budget's percentage of the original budget
amount.

4-Year Comparison Tab

Yr/Per

Fiscal years for standard fiscal year accounts are the
current year,; fiscal years for nonstandard fiscal year
account are the fiscal year based on the ending fiscal
date of the nonstandard fiscal year (the calendar year in
which the fiscal year ends will be the fiscal year for the
fund).
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GENERAL LEDGER ACCOUNT INQUIRY

Original Budget

The original adopted budget amount for the identified
fiscal year.

Transfers In

Adjustments made to the original budget amounts.
Budget Transfers In: The total budget amount
transferred into an account from another account. Click
the folder button for additional account details, if
available.

Transfers Out

Adjustments made to the original budget amounts.
Budget Transfers Out: The total budget amount
transferred out of an account to another account. Click
the folder button for additional account details, if
available.

Revised Budget

The new budget amount after adjustments. Budget
revisions can be the result of budget transfers or year-
end purchase order processing.

Actual (Memo)

The most current balance of the account; it is updated
as transactions are entered. It is the real-time, online

balance. Click the folder button for additional account
details, if available.

Encumbrances

The amount of money intended for a specific purpose.
The encumbrance balance provides the total amount
marked for outstanding purchase orders from the
account. The available budget is reduced by the
encumbrance amount. Click the folder button for
additional account details, if available.

Requisitions

The amount for orders placed against the account but
not yet deducted (that is, the total amount encumbered
through requisitions). Click the folder button to create an
active set of requisitions for the associated year and
account in Requisition Entry. The Requisition Entry
program finds all requisitions for the selected fiscal year
that contain the selected account on at least one detail
line, that are status 4-Allocated or greater, and that
have no associated contracts, or if there is a contract, it
does not encumber GL accounts. Requisitions are
display-only; however, you may add or import notes.

Inception to Date

The inception to start of year balance, plus the actual
balance in the account, plus the amount in the
encumbrance balance for multiyear funds.

Available

Amount remaining in the account.

Percent Used

Percent of the budget that has been spent, transferred
out, or encumbered. If you use percent as criteria for the
Find process, type the smallest percent used you wish
to find. For example, if you enter 10, the program finds
10 and everything up to 100 percent.

History Tab (The History tab displays columns for the current fiscal year and the

three years prior.)
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GENERAL LEDGER ACCOUNT INQUIRY

Orig Bud

The original adopted budget amount for the current year
is the amount that was activated as a result of an
update from the Budget Completion Journal on the
Budget menu.

Rev Bud

The new amounts if the original budget is updated.
Budget revisions can be the result of budget transfers or
year-end purchase order processing.

Actual

The most current balance of the account; it is updated
as transactions are entered. It is the real-time, online
balance.

Act/Bud %

The percentage of budget to actual.

Incep Original Budget

The amount representing the original multiyear budget
for multiyear accounts.

Incep Revised Budget

The multiyear budget as revised for multiyear funds.

Incep Activity To Date

The inception to start of year balance, plus the actual
balance in the account, plus the amount in the
encumbrance balance for multiyear funds.

Unencumbered Balance

The value of the Inception Revised Budget box less the
value of the Inception Activity to Date box.

Encumbrances

Money intended for a specific purpose. The
encumbrance balance provides the total amount
marked for outstanding purchase orders from the
account. The available budget is reduced by the
encumbrance amount.
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REFERENCE YOUR MUNIS ISSUED PURCHASE ORDER

Reference Your MUNIS Issued Purchase Order

There are three ways to do this.
0 ADVANTAGE
O Data Warehouse
0 MUNIS

ADVANTAGE
*  Type an “L” in Action and “OPOD” in Screen. Then type “N” in Action
and press enter.
*/ Tab down to the first space under PO Number and type in your PO
number and press enter. This will bring up your PO with several other PO
numbers.

QWS3270 Edt  View Options Tools Help
@ BB @l E0 D e A = R @

OCUMENT NUMEER

|2| Connected ko mustang.nevada.edu port 23 1/10 UM 17:57:36 1BM-3275-2-E - TCP20260

*  Type an “L” in action, Tab down to the line where your PO number is and
pres enter.
* This will take you to the “OPOH” screen.
*  Once in the OPOH screen you will be able to view some basic
information for your PO such as:
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REFERENCE YOUR MUNIS ISSUED PURCHASE ORDER

¢ PO number; MUNIS vendor
L] Advantage

QWS3270  Edit Wiews  Options  Tools  Help number and name-
e PO issue date and close date.

* Amount of the purchase
order; Amount liquidated
against the purchase order;
and the remaining balance on
the purchase order.

BUDGET

é Connected to mustang.nevada.edu port 23 1/10 UM 17:59:59 IBM-3278-2-E - TCPZ0ZED

* Next you can type an “L” in Action, hit Enter. This will take you to the
“OPOL” screen.

Qldvantage . .
QWS3270 Edit  Wiew Options Tools Help [ ] ThlS Wl]l ShOW you each
Ak : =R Bl S line item and its dollar
amount.

ORDEER LINE INQUIRTY
PO NUMBER= LINE HO=
e If there are multiple lines
on the PO then hit Enter
to view each line.

é Connected to mustang.nevada.edu part 23 1/10 UM 18:16:33 1BM-3278-2-E - TCP20260
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REFERENCE YOUR MUNIS ISSUED PURCHASE ORDER

Data Warehouse
e Go to Business information and select Document Look-up.

I ihuminoss information and (hecision Suppoert System - Microsefl internat [xplorer
Fle Edt Vew Faostes  Took  beb

O © - (8] [B ) DOt Prroes @ £3- 55 - E B

Business Information and Decision

Speinms of lighas fies atims

STTR—— 1111 a5 Diocision Support System for the Hevada System of Hightr Education (MSHE) Ths fnal
Corporati B ot sstem, and is mustained by MSHE System Comguting Senaces
M Save dota axtract an Favorite new Gesture 1o save any datn exaract 20 i can be mun again by cely prov]

[ on. foBow this ek Faventes Help

e In the Enter a Document Number field enter your MUNIS PO number.
In the Select a Document Type filed select PC-Purchase order Centralized.
Click the Cross Reference button to perform the search.

l Document Lookup

e

Enter a Document Number: |20702211| || PC-Purchase Order (Centralized) v/

e There will be displayed your PO number and additional entries. Click on your
PO.

D thusiness bakpematisn and Decision Suppen System - Micrasalt Infernet Deplares

) B ¢ . O e  MUNIS issue Purchase
Ous+ @« o @ 6 P sfrrmeen & " i3

[ rr———e——— Otrder. PO20702211
M Business Information and Decision Support System * Vendor invoice keyed
Tists swsspnt throngh Aaget 5L 7 ks Lpi e o] Mo bt iha into Sys tem.

Document Cross Reference PV207SJ003224

*  Check issued by
b g Ol P vk Accounts Payable.

AD00000631382

o E PR BN 00 OFFICEMAX CONTRACT, BaC

of M gme a7 RO OPFEEMAXCON
E BAIBIAS TSUNDT FRIEIAS OFFIEMA

(EE L] i M CONTRACT, o

e Fach line, the account line used, and the original order amount, expended
amount, and open amount will be available.
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REFERENCE YOUR MUNIS ISSUED PURCHASE ORDER

i D Gk B0 3

=1 ] Hoac vk s s s S evbPeon o soue_purate e b T

i
E
:
i
H

[Ty S [ T oooei
O DATE: 4202001 OFFICEMAX CONTRACT, NG
0 AT [T 0 NOT LS - LISE PECOS ADORERE
™ [ 58 WOWRLOOR # B
OPEN LA VEGAZ A 438 1B T340

e If you use the back arrow ©** you will be able to view the previous screen
and look up the invoice info as well as the data regarding the check issued.
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REFERENCE YOUR MUNIS ISSUED PURCHASE ORDER

MUNIS
e Go to the Tree Menu (Left of screen):
O Select Dept.

O Then select D. Purchase Order Inquiry screen by Double
Clicking it.

Comtar - *= TEST OB Hefresked Tue Mar 03 == . Niksen] - 04730/2009

# Favortes
i Finaesinlt

o Dot
WA G Accoumt nuiy

). Conmraity Cesbe M
ML Jeks Clat Inepary.

1. Spoot FM TECHNOLOGIES
LTI A e—

tyler

T Wonkflow Scsistand [LogIn Viwsion]
o A

oo Hig v etrcevienges com |
Hune o e be-Tnarat o
Suggxnt G s Vet corecustomee him

< 3|

e C(lick the Find .H button. This will position you in the purchase order
number field of the inquiry screen.

() Puse : 1
s The most common way
== to find a purchase order
e : is to type in the purchase
Puviiase e order number or the
e it requisition number and
i then click the Accept
GonConmedy
o button.
0TS Ressiaty
Carbact
Dedernd
& -
Shakat
Have
i
Deegraphic code

e The Purchase Order Inquiry screen has summary information about the
purchase order header and detail. It shows how much has been liquidated
against a purchase order and the open balance.

e  The Header section contains information relative to every Line Item — PO
Number, fiscal year/period the PO was created, Department/Location,
Vendor Number, etc.

e The Line Item section contains specific information on dollar amount
otrdered, amount liquidated, and balance.
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REFERENCE YOUR MUNIS ISSUED PURCHASE ORDER

B Edt Tock Heb

Hi= REREEM 6]

Ackon
Bt | o sber
| FecHfiPy

Deptiloc

Ve Hasts

[ DotwdFrd | i Conmudty

Hrapear:
Cortact

ety Line

e

Action
Keys

OTAL

Coasre Date
Orarge e Header
Section

Type
Fvee e

Werh Dok
Ay
[ Ligideed Bt GLAcsat 1]

Line Detail Section

[ Desl |[@ Recsrg] @ PO Naei

Summary of & Acvourts for e Purdhase Order,

Action Keys are found to the left of the purchase order header information.
Each action key provides basic data including.

@Purchase Or:
Elle Edit Tools E

v X

Account;
Invoices
Gl Find

Detail Find

Changes

bctivity

Appiovals

Accounts - Displays all of the GL. Accounts for the current purchase
order with the order amount and balance.

Invoices — Summarizes invoice information related to the purchase
order. We are not paying from MUNIS so this feature is unavailable.

GL Find — Tool to find all purchase orders with a patticular G/L
Account. To query click the Find button, enter your information then
click on the Accept button.

Detail Find - Queries the active set of purchase orders by line item
detail, i.e. information that comes from Commodity, Inventory; Fixed
Assets (Y or N), 1099 and Bid information.

Changes — Displays any changes for the purchase. For example,
liquidation information, conversion of requisition to PO, and general
status changes.

Activity — Displays all activity associated with the current purchase
order including the user ID of the person who performed the activity,
the date of the activity, and document information.

Approvals — Displays all workflow activity for a particular purchase
order.
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Saving Your Requisition Number for Later
Referencing

Option 1: Printing Your Requisition
e If you have your requisition on the screen in MUNIS then you can print
directly from this screen.

e If you need to bring up you requisition click on the search icon #h button,
type in your requisition number in the Requisition Number field and hit

(] Requinitien Fils Maintenancs - MUNIS [*=* TEST D8 Refroshed Tue Bar 03 *=]
vi inBuaEQPxRANSeREEY O 00
[T e ver—
Sudch Fms
Deptfloc a7 PLECHASING L CONTRALTS Sk 7] Repted
Lre Dt Fincal yoae ) - Newelly | BACKIIEH 413
= | Mequistion e o Eriesd (G407 AT Oy e
" Garas commodty o0
(I [ P FOOD & BEVERAGE, FODD AN DA | e ot
=
Ao
1| vt W) @ e o [l
Haea OFFICEMAG CONTIALT, ME B
Kooy POmaleg I OFFICTMAS CONTRACT, e A5 MAFYLAND FRFIOWEY
E 1 LANDMARE DR DELNIITY 11 B8 MNP
! WAS VEBAS | s
L Sy
Trrrgtome | CasFER W, [Eos0aazE e ESEES
Bt 0 ot O,
G Verdououcng Hotes
Lre iy Descrghon Und Pcs Faght  Duct ot Lina Totad
« »
Tetd et 00
[WCa] Leti (2] 0o (0n) (5D

¢ You may now hit the Print icon = button. You will get an Options window.
You should always select Reg Format. Click 2],

Q| Options r?|

Choosze an option
® RegFomal]
() PO Farmat

[ oK l [ Cancel l

|A

v

¢ You will next see a Printing Options window. These options will default. Click
the Accepticon¥ .
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@Priming Options Q@I@

My File Edit Tools Help

X LBRE O AE B XRBISE]

@§Full GL &ccount Humber!

© Org/Oi

Fiint G/L aceountls) deseriptian with each e
Fiint wendor SSH/FID

Fiint autherized by signature ine

EEOXA

Pritit user-defined fields

Select print option,

e You will next see a Print window. Your default printer should automatically be
selected. You may now click OK.

Printer
Name Propetis.
Staus: Ready

Type:  HP Laserlet 1022
‘wihere: Usenot

Comment I Piint ta fle
Print range: Copies

@ Al Mumberof copies: |1 =]
= I

o

e Your document will print. Be aware that the format is different that what is on
the screen. You will be able to view you requisition number, the vendor name,
and the separate line items you entered on your requisition.

Bill Ta 1 Requisition 00000520-00 FY 2008
UNLY |
BOX 451033 |Acct No: 2101-217-1710.00-30
4505 5 MARYLAND PEWY |Review
LkS VEGAS, NV |Buyer: waltont
89154-1033 |$tatus: illocated Page 1
Vendor 431408007 Ship To
EMBARQ RECEIVING DEPARTHENT/UNLY
330 3 VILLEY VIEW BLUD 4505 MARYLAND PARKWAY

DELIVERY HRS: GAH-4PH MON-FRI
LS VEGAS, NV 89154
LAS VEGAS, NV 89107-4361

Usk
Date |Vendor | Date |Ship |
Ordered  |Number |Required |Via |Terms  |Department
04/01/08  |002656 |05/01/08 |NET 30 DAVS | PURCHASING & CONTRACTS
LN Description / Account oty Unit Price Net Frice
001 CELL PHONE FURCH & SERV/USAGE 1.0 200.00000 200.00
£h
Vendor Item
2101-217-1710.00-30 200.00
Bid Nuther: 0
Requisition Total 200.00

w55t Gemeral Ledger Summary Section seess

Account imount  Remaining Budget
2101-217-1710.00-30

.00 30667.08
PURCHASING SUPPORT SERVICES PURCHASING SUPPORT SERVICES
Authorized By: Date:
Signature
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Option 2: Saving Your Requisition in Electronic Format

v X LN AEQUV RN EEN C= £ 0
M | Temeiecntyman
[omonram —
" Deptiloe a7 PLECHASING L CONTRALTS Sk 1) Rejected
L Facal poss ) i Needslty | QAFKVES W1
[ o] Rematon ke o) Emerad (DAIT7E008 41 By guneadss
" Germad commodty o
(I | P FOOD & BEVERAGE, FOOD AN DA Gorod e
o]
Ca=J
[ ] || e s [ Commtes Ghip tn 8
L | Mame OFFICEME CONTRALT, T ILCONIG G PRI ALY
l L. J PO madeng. 0 OFFICTMAY CONTRACT, I 505 MARYLAND PARICWY
(oAt 1 LN Gt DELVERY HRS. 8489 MON FFA
J A IS Wi s
e
Tisrwg Coue. CasiTn ] [ Refeerce 00000
Pt ] (] orncEM:coNTRACT. NC
[
e O Dascrghon Urd Prca Dact  Cock Lina Totad

e Bring up your requisition and click on the =l icon.
e You should always select Reg Format. Click 2],

(¥ Options r>_<|

Chooze an option

[ oK ” Cancel l

< | =

e  You will next see a Printing Options window. These options will default. Click

the Accept icon¥ .

[®] Printing Options
My Fle Edt Tools Help

vXiiBEEYaERYXR_RISE »

© Dig/0b;
Fiint Gi/L aceount(s) deseription with each line
Print wendor SSM/FID

Frint authorized by signature line

EEOXE

Print user-defined fields

Selsct print option.

o The screen will flash and no other selection will be made on this screen.

e Now go back to MUNIS App Center. Open the Syszen folder and double click
on Spool File Maintenance.
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B Ffresked Tue Mar 03 *= - Nilsenl

# Favortes

i T

o Dot
WA G Accoumt nuiy
€ Versder Iy Feports
. Puschee Ondes Inguey

3
Herwa Passoral Poslmaricaz
T Wonkflow Scsistand [LogIn Viwsion]
4 Adern
W e

oo Hig v etrcevienges com |
Hune o e be-Tnarat o
Supgant G s Vet corecustomee him

b Bl [ Tock bel
X LTE Y M

[tass Detete Fies INITIAL NDDE

E

br Bl L3 Tock tish
VX LREBE ARV XRDSREE] e %0
LIST MODE
[oowmra | o . ootk
Terortr | MOTE s b a e o poess ENTERD b previem.
rorrwan (R0 Spmocl Hama Plepost Téle Dot = Tovm &
gunza T FULL GENERAL LEDGER TAULES VALIDATION GUZEEE 1
Dutput Lint nza ol MONTHLY GEMEFAL LEDGER TABLES VALIDATION WA WA
L] AN bt MONTHLY GENERAL LEDGER TARLES VALIDATION DU 153
raslGd gk l0006 bt FULL GEKERAL LECGER TADLES VALIDATICN w2z 152
onzad poenipu(IET 1 PO PROCE e R )
naa Sy a0 1 FOFROOF Qa2 (]
C ] s bt FULL GENERAL LEDGER TABLES VALIDATIDN DLZIINE 1S
onas a0 FULL GENERAL LECGER TAULES VALIDARION Tt R B
ponzaisn a0 b FULL GENERAL LEDBER TABLES VALIDATION ouIm 108
oneaifil oabal006 FULL GEKERAL LEDGER TAALES VALIDATION 0a/2372008 (-1
] phagepa 201 Bt START CLARENT VEAR T R TE )
onas et b HONTHLT GENERAAL LEDGER TAULLS ¥ALIDATION Tt R )
s ey b CLOSE CURAENT YEAR 1248
] oo bt 2008 FNAL TRIAL BALANDE 13
© > v
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¢  You will next see the screen below. Always select Windows (defanlt) and click
OK.

File Conversion, - 99_21645_rqentpst0001. txt

Select the encading that makes your document readable.
Text encoding:
(%) Wdindows {DeFaul

i (O mMspos (O Other encoding: | 15-45010

Vietnamese (wWindows)
Western European (DOS)
Western European (150

‘Western Euroﬁean iMaci

Preview:
~
Bill To | Requisition
90904529-00 FY zZ009
UNLV |
EBOX 451033 lAcct No: Z2101-217-
1710.00-30
4505 5 MARYLAND PEWY |Rewview:
LAY VEGAS, NV |Buyer: mnunis
§9154-1033 |dtatus: Rejected e
L )

L OK ][ Cancel ]

7|

¢ Your requisition will appear. To save your requisition click on File — Save
As.

rqentps1.038.doc - Microsoft Word [
e Jeet Fondl Tk Ttk incon Help Type aceestionfr |
S G ihen =20« B/
il 7T
| i Pregen Y
| it i
J

|

3 ﬁ_mn% V@J%ﬂ

FRERERRRE ERRNEREE SRS SRRER.

Recmisition 000052C-00 BT 2308

311 T |
Y |

30% 451032 |Acet No: 2131-217-1720.3C-30
4505 5 MARTLANE PRI | Revzem:
L8 VIS, W |Buer: waltort

89154-2033 |3tatus: Lloested

Verdor

131408007 saip o
p RECEIVING DERARTHENT/ LY
330 § VALLIY VIEV BLVD 430° MARYLAN) PARKVAY
DELIVERY ERS: BAN-1PL BON-FRI
LAS VE3LS, HY 89:5%

¢  You will need to select your save location, change the File Name, and choose
which file type to save as. You can leave as ./x# or may change it to like to .dbe.
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EOE 4510 [Ecet Wor ZI0I-ZI7-I7I0.00-30
4505 ¥ MARYLIND PKUV | Review:

V| Save in: |5 Rolanda Mosqueds v @ Q@ X o - Tooks ~
E| -
i I
My Recent
1| | Dowments
l I
rl-

o
L . be
My Computer
001 ho
. Fils namsi 39 64156_rosntpst, 038,10 v [
Py Metwork =
Places | Save a5 bv: |plain Text (*.txt) [ cence |
Bid Single File Web Page (F.mht; * mhtml) -~
Web Page (*-htm; *.hml =
Web Page, Fitered (*.htm; *.html} 200.00
Document Template (*.dot) 2
remnre General Ledger(RChTestFormat

Locount Remaining Budget

101-217-1710. ON=30

L] Exit the screens.
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General Information — How to Search in MUNIS

e When using the search/find icon # function you are able to narrow your
search. You may use an * as a wildcard. In this example, any record that begins
with OFFIC will be found and displayed. You may use an * in front or behind
a key phrase.

Eile Edit Tools Help
St K o'
Vendyp Ertity
Alphy Type
Status v Reason v
General Terms Contacts Misc

e After typing in the criteria for the search you may come up with a large list or only a
few items.
e The various records can be view¢d individually by clicking the forward and back

arrows or in a list by clicking *=|

First — [ <] 1e

m
=1

ERIENENE

]

record A A
in the ’——J [
set Forward one / New \
Back record search
one Last View
record .record record
in the set in a
set list
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