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Disclaimer

Tyler Technologies, Inc. (hereinafter “Consultant”) believes that the information described in this manual is
accurate and reliable, and much care has been taken in its preparation. However, no responsibility, financial or
otherwise, shall be accepted for any consequences arising out of the use of this material, including loss of profit
and indirect, special, or consequential damages. No warranties extend beyond the program specification.

City of Santa Fe, New Mexico should exercise care to assure that use of Tyler Software Products and related
sections are in full compliance with the laws, rules, and regulations of the jurisdictions in which it is used. These
materials are confidential, unpublished works of Consultant and are provided contingent on City of Santa Fe, New
Mexico agreement that the materials will be treated as Confidential Information as defined in the Agreement
between and Consultant. Consultant grants to City of Santa Fe, New Mexico a royalty-free nonexclusive license
to use anything created or developed by Consultant for City of Santa Fe, New Mexico contained in this manual
for internal purposes only. The license shall have a perpetual term and City of Santa Fe, New Mexico may not
transfer it. Consultant shall retain all copyrights, patent rights and other intellectual property rights to this manual.

The information contained herein is subject to change with subsequent upgrades and releases. Consultant assumes
no responsibility to advise City of Santa Fe, New Mexico of changes or additions.
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Project Accounting/Ledger Process Flow

Create Grant Link to Project as needed ———> Create Project

Seek Reimbursement?

Enter Expense Strings
and Funding Sources

. Complete fields as
Contact Billing needed. Post Project

Dept. to create
CID and AR \ =
Charge Codes.

Use project

in
transactions

Run Revenue
& Overhead
Allocation

Close Project
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Creating a Grant
Objective

This document provides instructions on how to add a grant record to the Grant Master program.

Overview

The use of the Grant Master program allows the tracking of a grant from the application process
through the awarding of the grant. The Grant Master program stores the grant application number,
grantor information, billing information, and so on.

Prerequisites

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

Confirm the following:

e The appropriate settings have been established in the General Ledger and Project Settings
programs.

o The Project Journal Number Control program has been completed.
o Project segment codes are established.

e Project Miscellaneous Codes have been created.

¢ AR Customer records exist.

Munis® Project Ledger, Version 11.3 Page 5



Procedure

Use the following steps to add a grant record:
1. Open the Grant Master program.

()

()

()
900

- tyler

Financials > General Ledger Menu > Project Accounting > Project Ledger > Projects/Inquiry > Grant

Requires balance sheet accounts

Grant type
Grant Name Starting Fiscal Year
Starting Fiscal Month Ending Fiscal Month
Department
Grantor Type
Requested
Grantor ID
Awarded
Master Grant number
Received
Federal CFDA
Billed

Sub-Grantorfee Grant Amounts

Dates/Amounts Matching/Billing Description/Condition

Preapproval due date [11]
Preapproval submission date/amount
Estimated preapproval date
Preapproval date/amount

Pass Through Grants

Start
Expiration
Renewal Action

[1| & milestones

]

=

Extension (]

Application due date
Submission date
Estimaied award dale
Award date

EaaaE @BEaa

Board approval date

[Created By

My Approvals

0of0

> A

4 Grant Mastel @ } ? x
s, lora & u
" HomE
Q = Browse I Text file 8 word 0 Copy
A - P )
Search Add Print PJF Ercel G Email ttach Grant Billed Projects
2| Preview [ schedule © plertse History B wore.. ~
Confirm Search Actions Output Office Tools Meny
Granior
Application # cID . | & | Address #
Grant number
Status Contact
Workflow Status Phone
Manage using General Ledger Email IE]

. -
Click Add =4

Complete the fields to create the grant master record. Refer to the table that follows for specific field

details.

“

When the fields are complete, click Accept ““*" .

Field | Description

| City of Santa Fe

Grant ID

Application # This box specifies the application number
for the proposed grant. This number can
contain up to five alphanumeric

characters.

City of Santa Fe will create
their application number as
follows:

F1901 where F=Federal,
19=Last 2 digits of Fiscal Year
and 01=progressive grant
number.

Grant # This box specifies the grant number

assigned to the application. The default

City of Santa Fe will keep the
default application number.

Munis® Project Ledger, Version 11.3
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status in the Workflow system. The status
is automatically updated as the record
moves through the Workflow system.

The list is only available if your
organization has defined a grant
approvals (GRA) business rule.

Field Description City of Santa Fe
number is the application number, but you
can change this. The grant number can
contain up to five alphanumeric
characters.
Status This list indicates the status of the grant: City of Santa Fe will enter all
Active, Closed, Entered, Approved, Approved Grants.
Submitted, or Awarded.
The status will update as the
Grant flows through workflow.
Workflow Status This is the grant applications' current This is the grant applications'

current status in the Workflow
system. The status is
automatically updated as the
record moves through the
Workflow system.

The list is only available if your
organization has defined a
grant approvals (GRA)
business rule.

Manage Using
General Ledger

The value of this check box determines
whether a grant is a valid choice when
entering funding sources for a project. If
you are entering a funding source in the
GL Funding tab of Project Master, only
grants with this check box selected are
available. If you are entering a funding
source in the Funding Source/Grantor
Table program, only grants that have this
check box cleared are available.

City of Santa Fe will not be
managing Grants on the
General Ledger.

This field has been relabeled to
read ‘UNCHECK THIS FIELD’.

Make sure you uncheck this
field.

responsible for the grant. The department
code is required.

Grant Type This list determines the grant type. Grant | City of Santa Fe will use the
types are defined in the Project dropdown to select the
Accounting Miscellaneous Codes appropriate Grant Type.
program.
Example: Federal Grant, Local
Grant, etc.
Pay attention to the available
options as the table in Munis
shares Project Types too.
Grant Name This box contains the name of the grant. City of Santa Fe will create a
The grant name can contain up to 70 Grant name (up to 70
characters. characters).
This will be the same as
awarded grant name.
Department This list identifies the department City of Santa Fe will use the

dropdown to select the
appropriate Department.

Example: 200 — Fire, 600 —
Public Works.

Munis® Project Ledger, Version 11.3
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number, if applicable, or the number of
the grant under which this grant should be
grouped. 10-characters.

Field Description City of Santa Fe
Grantor Type This list identifies the authority of the City of Santa Fe will use the
grant (for example, federal, local, state, dropdown to select the
and so on). appropriate Grantor Type.
Grantor ID This box specifies the grantor ID number. | City of Santa Fe will use the
Optional field; 15-character field. grant # on grant agreement.
This is required by the City.
Master Grant # This box identifies the master grant City of Santa Fe will enter the

grant award number.

This is not a required field.

Federal CFDA

This box contains the federal CFDA
number for the grant, if applicable. If the
grant does not have a CFDA number,
leave this box blank.

City of Santa Fe will enter the
Federal CFDA number for the
grant, if applicable. If grant
does not have a CFDA
number, the box should be left
blank.

* CFDA is required for all
federal & pass-thru federal
grants.

Note: If you need a SEFA
report at the year-end, you
must use this field.

to contact regarding the grant.

When you are adding a new record, the
default value is the grantor name, but you
may change this if the contact name is
different.

Grantor
CID This box contains a customer City of Santa Fe will use the
identification number for the grantor. This | .. ™
o field help button to select
number must exist in the Accounts
Receivable Customers program the CID ((_)ustomer
: : ) " Identification Number) for the
This number is not required, but if you do rantor
not enter a CID number, the Project 9 '
Master Maintenance program does not
allow records to be added to the Actual You m.ust enter_a CID _to create
a receivable using Project
Fund tables. Ledaer
Type the customer identification number ger.
.dlrecftly or click the fle!d he!p bu_tton to *If a customer is not located,
identify the customer identification
: . . please contact the Controller to
number using a primary or associated
add customer.
name search.
Click the folder button to open the
Accounts Receivable Customers program
and view or update customer information.
Address # This box specifies the grantor's address The program completes this
number. The program completes this value according to the
value according to the customer number customer number entered.
entered.
Contact This box contains the name of the person | This box contains the name of

the person to contact regarding
the grant.

When you are adding a new
record, the default value is the
grantor name, but you may

Munis® Project Ledger, Version 11.3

Page 8




4o tyler

Field Description City of Santa Fe
The name can contain up to 30 change this if the contact name
characters. is different.
The name can contain up to 30
characters.
This is not required.
Phone This box provides the telephone number | City of Santa Fe will enter the
for the grant contact. telephone number for the grant
contact, if applicable.
This is not required.
Email This box contains the contact's electronic | City of Santa Fe will enter the
mail address. contact’s e-mail address, if
When this box is complete, click the email | applicable.
button to open your electronic mail
application at a new message pre- This is not required.
addressed to the contact's specified email
address.
Fiscal Info
Starting Fiscal This box contains the grant's starting City of Santa Fe will enter the
Year fiscal year. grant’s starting fiscal year.
The default value is the current year
established in General Ledger Settings, Note: this is the federal/state
but you can change this when you are grant year starting; not the
adding a new entry. City’s fiscal year.
The starting fiscal year is required.
The starting fiscal year is
required.
Starting/Ending The Starting Fiscal Month list identifies Enter the first month of the
Fiscal Month the first month of the grantor's fiscal year. | grantor’s fiscal year.
When you complete the Starting Fiscal The Starting Fiscal Month list
Month list, the program completes the identifies the first month of the
Ending Fiscal Month box with a value 12 | grantor's fiscal year.
months from the value of the Starting When you complete the
Fiscal Month list. Starting Fiscal Month list, the
program completes the Ending
Fiscal Month box with a value
12 months from the value of
the Starting Fiscal Month list
Totals
Requested/Award | The program completes these amount The program completes these
ed/Received/Billed | values as transactions are processed amount values as transactions
against the Grant. are processed against the
e Requested — The amount of money Grant.
requested from the Grantor.
o Awarded — The amount of money
awarded by the Grantor
¢ Billed — The amount of money
requested for reimbursement.
¢ Received — The amount of money that
has been reimbursed by the Grantor

Munis® Project Ledger, Version 11.3
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The tabs in the Grant Master program can be completed as the information becomes available.
Once the original Grant Master record is saved, click Update on the ribbon to maintain the
additional details.

Dates/Amounts Tab

The dates on the Dates/Amounts tab are optional and do not affect processing. Use these fields to
identify key dates within the grant management process. The Milestones button opens the
Milestones program, where grant milestoneinformation is maintained.

City of Santa Fe will use these fields to track dates such as submitted, awarded, start, expiration
and extension.

BE\ - Matching/Billing | Description/Condition | Sub-Grantor/ee | Pass Through Grants | Grant Amounts

Preapproval due date Start | = Milestones
Preapproval submission date/amount Expiration |
Estimated preapproval date Renewal Action R
Preapproval datefamount Extension |

Application due date
Submission date
Estimated award date
Award date

BEEEE B0

Board approval date

Matching/Billing Tab

The Matching/Billing tab defines any matching fund sources, as well as the billing method, for the

grant.
Dates/Amounts Matching/Billing Description/Condition Sub-Grantor/ee Pass Through Grants Grant Amounts
Maiching Funds (ging |
Type Indirect = Bill Inquiry
Percent % AR Code
Amount =] Charge Code
Other Amount =
Reimoursement
AR Code
Charge Code
Field | Description | City of Santa Fe

Matching Funds - This Tab is informational only. The actual matching set up will be done
in/on the Funding Source on the Project Master.

Type This list provides the type of This list provides the type of
matching fund. These types matching funds.
are created in Project
Accounting Miscellaneous Matching for billing and
Codes. accounting purposes will be
managed on the project side.

Munis® Project Ledger, Version 11.3 Page 10
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Field Description City of Santa Fe

Percent This box specifies the percent | This box specifies the percent
of which the matching fund will | of which the matching fund will
cover. cover.

Amount This box specifies the amount | If the match is based on an
of which the matching fund will | amount, enter the amount
cover. here.

Other Amount This box contains any other This box contains any other
amount that the matching fund | amount that the matching fund
will cover. will cover.

Comments

This box contains any
comments that further describe
the matching fund associated
with the grant.

Enter comments regarding the
matching funds.

The comment text can contain
up to 100 characters.

Billing - This section applies to GL Grant Revenue only.

Inquiry program, which
displays applicable general
billing invoices associated with
this grant.

Indirect
AR Code This list specifies the AR code | N/A — City of Santa Fe will not
for the indirect billing costs. manage Grants on the
General Ledger.
Charge Code This box specifies the AR N/A
charge code for the indirect
billing costs.
Reimbursement
AR Code This list specifies the AR code | City of Santa Fe will use the
for the grant reimbursement dropdown arrow to select the
appropriate AR Code.
Charge Code This box specifies the AR City of Santa Fe will use the
gggregerg?]??e];?nrngs':ﬁ:rnarge field help button 1= to select
9 ' the appropriate AR Charge
Code.
Bill Inquiry This button opens the AR Bill N/A.

Munis will display General
Billing Invoices generated
through revenue allocation.
However, City of Santa Fe will
use the granting agencies own
reimbursement systems.

Description/Condition Tab

Dates/amounts | Matching/Billing Sub-Grantor/ee | Pass Through Grants | Grant Amounts

Descripiion/Purpose Conditions/Resiriclions

Munis® Project Ledger, Version 11.3
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Field | Description | City of Santa Fe

Description/Condition Tab
The fields on this tab are optional.

Description/Purpose This box contains a description or | Suggested, but not required
purpose of the grant.

The description can contain up to
200 characters.

Conditions/Restrictions This box contains any conditions | Suggested, but not required
or restrictions that may affect the
use of this grant. This box
contains up to 200 characters.

Sub-Grantor/ee Tab
Dates/Amounts | Matching/Biling | Description/Condition Pass Through Grants | Grant Amounis
Sub-Grantor/ee ... | = | Address # ... Type
Field Description City of Santa Fe
Sub-Grantor/ee This box identifies the customer ID of | City of Santa Fe will not track
the subgrantor/ee from the Customers | Sub-Grantor/ee information.
program in Accounts Receivable. This is used when projects are
used on the General Ledger.
Address # This box contains the address number | N/A
for the secondary grantor/grantee.
Type This list allows you to select whether N/A
the value in the Sub-Grantor/ee box is
a Grantor or Grantee.

Pass Through Grants Tab

Dates/Amounts Matching/Billing Description/Condition Sub-Grantoriee Pass Through Grants Grant Amounts

B Fass-Through Grant
B Competitive Awarded to sub grantees
Disbursement frequency Expensed by sub grantees
Administrative overhead Disbursed to sub grantees
Calculation method
Percent
Amount

Sub Grantee (Vendor) Status Application date Award date Awarded Expensed Disbursed

Munis® Project Ledger, Version 11.3 Page 12
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Field Description City of Santa Fe

This check box, if selected, indicates
that the grant is a pass-through grant.

Pass-Through Grant City of Santa Fe will not use
Pass-Through Grants.
This is used when projects are

used on the General Ledger.

Competitive

When selected, this check box
indicates a competitive grant.
Competitive grants require multiple
vendor bids.

N/A

Disbursement This list determines the frequency with | N/A
Frequency which funds are disbursed to
subgrantees.
Administrative Overhead
Calculation Method This list determines the method used N/A
to calculate administrative overhead
costs. If no overhead is applied to the
grant, leave the list blank.
Percent These boxes define the percentage or | N/A
Amount flat amount of overhead to charge to
the grant. The boxes are available
based on the selection made from the
Calculation Method list.
Awarded to Sub These boxes indicate the amount of N/A
Grantees funds awarded to, expensed by, and
Expensed by Sub disbursed to subgrantees.
Grantees The values of the boxes are
Disbursed to Sub automatically calculated by the
Grantees program based on the entries made in
the subgrantee detail table.
Sub Grantee (Vendor) | These fields define the subgrantees N/A

Status
Application Date

for the grant, as well as the dates and
amounts associated with each vendor.

Award Date To access this information, the grant
Awarded must have a defined amount on the
Expensed Grant Amounts tab. This activates the
Disbursed Maintain Sub Grantee(s) button on the

Pass-Through Grants tab. Click this
button to enter or modify subgrantee
information in this table.

Grant Amounts Tab

The Grant Amounts tab lists each grant by number and displays the amount requested, amount
awarded, and reimbursement details. To update the information, click on Sub-Grantor/ee tab,
Accept, then double-click Grants tab. This will activate the Maintain Grant Amounts button.
Click the button to open the allocation window to enter information about the Grant. The expense
type and priority level are required. If the Grant is paying for more than one project, leave this field

Munis® Project Ledger, Version 11.3 Page 13
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blank. City of Santa Fe will check, “Allow Project Override”.

Dates/Amounts | Matching/Billing | Description/Condition | Sub-Grantor/ee | Pass Through Grants e el @Y [lVp1 ]

~ Allow Project Override |

Application | Seq | Project | Project Title | Expense Type | Priority  Request Amounf  Award Amount| Reimb % Reimb Max Amount|  Indirect %

|IMaintain Grant Amounts |

What’s Next?

Once a grant has been entered, it may be used when creating the funding source strings in the Project
Ledger.

Munis® Project Ledger, Version 11.3 Page 14



Using Grant Manager
Objective

This document describes the Grant Manager program, which you can use to add, view, or maintain
grant records.

Overview

The Grant Manager program provides details for active grants, including the grant application number,
grantor information, billing information, and so on. From Grant Manager, you can create standard
export files or create SEFA-specific export files.

Prerequisites

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

Confirm the following:

e The appropriate settings have been established in the General Ledger and Project Settings
programs:

o In order to maintain grants, the Maintain Grants permission in the Project Accounting
Roles program must be enabled.

o In order to add or update balance sheet information, the Maintain Grant Balance Sheets
permission in the Project Accounting Roles program must be enabled.

City of Santa Fe Specifics
e The City will use Grant Master to enter grants into Munis
e Grant Manager will be used as a single place to view all grants, view amounts and transactions.

e Grant Manager is located at: Financials>Project Accounting>Project
Ledger>Projects/Inquiry>Grant Manager.

Munis® Project Ledger, Version 11.3 Page 15
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Procedures

When you open the Grant Manager program, it initially displays a program ribbon and a listing of active
grant records that you have role-based permission to view. If you do not have permission to view a
specific grant, it is not included in the Grant Manager program.

. L2 Grant Manager
‘:'. Grant Manager Welcome, Bishop-Elfring, Maureen
‘ Search by Application Number, Grant Number or Grant Name. m +

(@ advanced =) view Al

Add Grant  Export
v

Search Actions

Grants

|=] Active Grants

Application # | Grant # | Name | Status | Grant Type | Grantor Type | Start Date | Expiration Date | Entered Date | Entry Clerk | Managed On GL | Warnings |

1300 1300 STATE Active F Federal 1/22/2008 jean )
2010 2010 2010 COMMUNITY DEVELOPMENT FUNDING Active F Federal 1/1/2010 12/31/2010 2/21/2010 jean D A
20108 20105 STATE FUNDING Active s State 1/1/2010 12/31/2010 2/21/2010 jean D /_1}
ARCO1 ARCO1 NEW ADMIN BUILDING ON MAIN STREET Active F Federal 2/1/2009 5/15/2009 jean D
LDSP LDSP LANDSCAPING FOR BUILDING PROJECTS Active F Federal 5/15/2009 jean D
ST10 ST10 STATE Active s State 9/14/2010 jean D
NGB 2040 N SR DBV SL QPR EUNDIN G o i ARG P NI 20N NN AR e TN,

To reset the view, click the Pre-Award, Active, Warnings, or Closed tiles to display only the grants in the

selected category.

. 17 Grant Manager

\:'. Grant Manager Welcome, Bishop-Elfring, Maureen
o r, Grant Number or Grant Name. m +

Add Grant Export
v

‘ Search by App

@ advanced  [iE|

Search Actions

Grants

[=) Pre-awarded Grants ¢—

Application # | Grant # | Name | Status | Grant Type | Grantor Type | Start Date | Expiration Date | Entered Date | Entry Clerk | Managed On GL | Warnings |
123 123 GLF Grant Entered S Other 1/1/2015 1/1/2017 6/8/2015 gail.franzen D ,ﬁ
Nov04 NovD4 State Grant November 2015 Entered S State 11/4/2015 melfring I:‘

Finding a Grant Record
To find an existing grant:
o Enter the application number, grant number, or grant name and click the Search button. If you

use this option, you must enter the search criteria exactly as it is stored on the grant record. In
this case, the search results include only the specified grant record.

- o Grant Manager
o Grant Manager Welcome, Bishop-Elfring, Maureen
| state Funds 1] +
R advarked [ view All Add Grant

Search Actions

Grant Name | Application # | Status | Grant Type | Department | GrantorType | Starting FY | Estimated Award Date |
STATE FUNDS CD13 Active s 135 State 2014
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e Click Advanced Search to define the search using one or more search criteria. In this case, the
search results include all grant records matching the selected criteria.

- o Grant Manager
3 [ Grant ranager Welcome, Bishop-Elfring, Maureen

[ Bl =

@ advanced T view Al Add Grant

Application # Status

Grant Type. STATE Grantor Type

Grant Name StartingFY

Search Results

Grant Name | Application # | Status | Grant Type | Department | GrantorType | Starting FY | Estimated Award Date I

NEW ERP SYSTEM 1400 Active m State 2008 Thursday, July 12, 2007
STATE FUNDING 20105 Active BLDG State 2010
STATE OF MAINE GRANT STME Active PR State 2012

STATE FUNDS cp13 Active

G
s
s

STATE sT10 Active S 135 State 2011
s
s 135 State 2014
s

STATE GRANT FOR NEW CONSTUCTION BLDG Active 135 State 2014 Wwednesday, June 25, 2014
GLF Grant 123 Entered S 135 Other 2015

State Grant November 2015 Mov04 Entered S 135 State 2016

Managing Grant Records
The ribbon in the Grant Manager program provides the options for managing or reviewing grant details.

. 7] Grant Manager
\7‘. Grant Manager Welcome, Bishop-Elfring, Maureen

imber, Grant Number or Grant Name. |Q| + ? @J D ¢ A o

Add Grant Update Status Export Attachments | Chart Manager Account Master Journal Entry Pass Through Federal Grant Export | Warnings
v v

T
[

Search Actions Program Links Vigw

o Add Grant — Provides the Add Grant page where you can define a new grant record.
e Update Status — Updates the status for the selected grant.
e Export — Provides options for creating standard export or SEFA export files.

e Attachments — Provides the Defined Mappings screen where you can maintain attachments for
the selected grant.

e Chart Manager — Opens the Munis Chart Manager program, which maintains your
organization's chart of account segments and accounts.

e Account Master — Opens the Account Master program. This option is only available on the
ribbon when the Use Grant Numbers as Project Codes check box is selected on the Grants tab
in Project Settings.

e Journal Entry — Opens the General Journal Entry/Proof program. This option is only available on
the ribbon when the Use Grant Numbers as Project Codes check box is selected on the Grants
tab in Project Settings.

e Pass Through — Opens the Munis Pass Through Grants program, which defines the subgrantee
vendors for a grant, as well as the payment amounts and terms for the subgrantee. Only
applicable for Grants on the General Ledger.

e Federal Grant Export — Opens the Munis Federal Grant Export program, which produces the
Federal Financial Report (Standard Form 425) or a Request for Advance or Reimbursement
(Standard Form 270) for a specific grant or range of grants. The program produces output in an
Excel spreadsheet or TylerForms format.

e Warnings — Displays a Warning dialog box that indicates errors or oversights in the grant
details.

Munis® Project Ledger, Version 11.3 Page 17



Creating a Grant Record
To create a grant record:

1. On the ribbon, click Add Grant.

(]
()
..0 0.

e tyler

Pl
‘)‘ Grant Manager

Grant Manager

Welcome, Bishop-Elfring, Maureen

er, Grant Number or Grant Name. |Q| + ? @J e ¢ AD

Add Grant | Update Status Export Attachments | Chart Manager Account Master Journal Entry Pass Through Federal Grant Export | Warnings
v v

T
Ioicicn

(@ advanced =) view Al

Search Actians Program Links View

The program refreshes the screen to display the Grant Details, Grant Dates, and Matching/Billing

tabs.

B
N}. Grant Manager

| Search by Application Number, Grant Number or Grant Name. |Q|

= view Al

(_T,;:'ndva nced

Search

ejeTa Sl Grant Dates

Matching/Billing

Grant Manager

Welcome, Bishop-Elfring, Maureen

Application #

l:l Department
Federal CFDA
Starting Fiscal Month Manage using GL

Grant Type
Grant Name

Starting Fiscal Year

I:I Conditions/Restrictions

Ending Fiscal Month I:I Pass-Through Grant [=]
Allow Project Override B
V| Grantor Id ‘ |:| Address # l:l Type
| Address # l:l I:l
 rone s | | T
| City, State, Zip Code I:l

Grantor Type | | Name

Grantor Name Address

Email |

Contact

2. Complete the fields on the Grant Details tab.
The fields in the Grant group define the general terms and settings of the grant, while the Grantor
and Sub-Grantor/Sub-Grantee groups define the sources and any additional recipients of the grant
funds.

Field
Grant Details Tab
Grant Section

| Description | City of Santa Fe
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Field

Description

City of Santa Fe

Application Number

(#)

Specifies the application number for the
proposed grant.

The number can contain up to five
alphanumeric characters and is
required.

City of Santa Fe will create
their application number as
follows:

F1901 where F=Federal;
19=Last 2 digits of Fiscal
Year and 01=progressive
grant number.

contain up to 70 characters of text.

Grant Type Assigns the grant type according to City of Santa Fe will use the
predefined categories. Grant types are | dropdown arrow to select
established in Project Accounting the appropriate Grant Type.
Miscellaneous Codes. Example: Federal Grant,
The grant type is required. Local Grant, etc.

Grant Name Stores the grant name, which can City of Santa Fe will create

a Grant name (up to 70
characters).

This will be the same as
awarded grant name.

Starting Fiscal Year

Identifies the grant's starting fiscal year.
The default value is the current year
established in General Ledger Settings,
but you can change this when you are
adding a new entry. The starting fiscal
year is required.

City of Santa Fe will enter
the grant’s starting fiscal
year.

Note: this is the
federal/state grant year
starting; not the City’s fiscal
year.

The starting fiscal year is
required.

Starting/Ending Fiscal
Month

Defines the first and last months of the
grantor's fiscal year.

When you complete the Starting Fiscal
Month box, the program completes the
Ending Fiscal Month box with a value
12 months from the value of the
Starting Fiscal Month box.

City of Santa Fe will enter
the grant’s starting/ending
fiscal month.

Allow Project Override

If selected, indicates that the project
allocation amounts may be overridden.
Clear the check box to prohibit project
overrides.

City of Santa Fe will check
this field.

Grant Number (#)

Assigns a grant number to the
application.

The default grant number is the
application number, but you can
change this.

The grant number can contain up to
five alphanumeric characters.

City of Santa Fe will keep
the default application
number

Status

Provides the current status for the
selected grant. When you are entering
a grant record, you must assign a
status.

City of Santa Fe will enter
all Approved Grants.
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Page 19




5 tyler

for the grant.
The department code is required.

Field Description City of Santa Fe
The status will update as
the Grant flows through
workflow.

Department Identifies the department responsible City of Santa Fe will use the

dropdown arrow to select
the appropriate department.

Example: 200 — Fire, 600 —
Public Works.

Federal CFDA

Provides the federal CFDA number for
the grant, if applicable.

City of Santa Fe will enter
the CFDA if applicable.

* CFDA is required for all
federal & pass-thru federal
grants.

Manage Using GL

If selected, indicates that the grant will
be managed through the

Munis General Ledger, instead of the
Munis Project Accounting module.

The value of this check box determines
whether a grant is a valid choice when
entering funding sources for a project. If
you are entering a funding source in the
GL Funding tab of Project Master, only
grants with this check box selected are
available. If you are entering a funding
source in the Funding Source/Grantor
Table program, only grants for which
this check box is not selected are
available.

City of Santa Fe will not be
managing Grants on the
General Ledger.

Make sure you uncheck
this field.

Pass Through Grant

If selected, indicates that the grant is a
pass-through grant.

In a pass-through grant, the recipient
(grantee) receives the grant funds and
disperses those same funds to a
subrecipient (subgrantee). The grantee,
in this case, acts as the administrator.
A portion of the funds are often retained
by the grantee to cover the cost of
administration. The subgrantee or
recipient must abide by all the
regulations of the original grant and any
guidelines established by the grantee.
When the Pass Through Grant check
box is selected for a grant on the Grant
Details tab, clicking the Pass Through
option on the ribbon displays the Pass
Through Grants program, where you
can define the pass through vendors for
the grant.

City of Santa Fe will not
select this box if applicable.
This is specific to grants on
the General Ledger.
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Field

Description

City of Santa Fe

Requires Balance
Sheet Accounts

If selected, indicates that the grant
requires associated balance sheet
accounts.

This option is only available on the
ribbon when the Use Grant Numbers as
Project Codes check box is selected on
the Grants tab in Project Settings.

N/A

Description/Purpose

Contains a description or purpose of
the grant. The description can contain
up to 200 characters.

Suggested, but not required

the grant, such as a federal, state, or
local organization. The type is required.

Conditions Specifies any conditions or restrictions | Suggested, but not required
Restrictions that may affect the use of this grant.
This box contains up to 200 characters.
Grantor Section
Grantor Type Identifies the type of authority providing | City of Santa Fe will use the

dropdown to select the
Grantor type.

Grantor Name

Identifies the grantor name.

City of Santa Fe will select
the appropriate Grantor
name by typing in the first
few characters of the
Grantor/Agency name.
This field is pulling from the
Customer record.

optional.

Email Provides the contact's electronic mail City of Santa Fe will enter

address. the contact email address if
available.

Contact Identifies a person at the granting City of Santa Fe will enter
organization to contact regarding the the contact name if
grant. applicable.
The name can contain up to 30
characters.

Grantor ID Assigns a grantors ID, which is City of Santa Fe will use the

grant # on grant agreement.

Address Number (#)

Stores the grantor's address number, if
the grantor has more than one address.

City of Santa Fe will enter if
applicable.

Phone Number (#)

Provides the telephone number for the
grant contact.

City of Santa Fe will enter
the contact telephone if
applicable.

Sub-Grantor/Sub-Grantee Section — City of Santa Fe will not use this section.

City, State, Zip Code

primary grantor/ee.

Name Identifies a secondary grantor or grantee associated with this grant.
The subgrantee or recipient must abide by all the regulations of the
original grant and any guidelines established by the grantee.

Address Provide the address, including City, State, and ZIP Code, for the

Address Number (#)

Provides the address number for the secondary grantor/ee.
The program displays the address when you enter the address

number.

Type

Indicates whether this information represents a grantor or grantee.
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3. Enter the grant dates in the boxes on the Grant Dates tab.
City of Santa Fe will use these fields to track dates such as submitted, awarded, start,
expiration and extension.

- @ Grant Manager
s Grant Manager

Welcome, Bishop-Elfring, Maureen

| Search by Application Number, Grant Number or Grant Name. |Q|

(P advanced [ view All

Saarch

Grant Details Grant Dates Matching/Billing

Application Date | |F3] start Date | |5

Date Submitted | |E5) Expiration Date | IG5

Estimated Award Date | |3 Renewal Action Date | |5

Actual Award Date | |G5) Eextension Date | |G5]
|

Board Approval Date

|

These dates do not affect functionality; they are provided to help you manage the grant
process.

4. On the Matching/Billing tab, complete the fields in the Matching Funds and Billing panes in order to
define any matching fund sources, as well as the billing method for the grant.

. 7] Grant Manager
‘? Grant Manager

Welcome, Bishop-Elfring, Maureen

Search

Grant Details | Grant Dates BT TePdsTITyle]

Type | Indirect
Percent | AR Code |
Ch Cod
Amount | arge Lode |
Reimbursement
Other Amount |
AR Code |

Comments

Charge Code |

Allocations

Seq | Expense Type | Priority | Reguest Amount | Award Amount | Reimb % | Reimb Max Amount | Indirect % | Begining Date | Ending Date | Comment |
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Field |

Description

| Notes

Matching Funds Section.

This Tab is informational only. The actual matching set up will be done in/on the
Funding Source on the Project Master.

Type

Identifies a fund matching type.
These types are created in
Project Accounting
Miscellaneous Codes.

N/A

Percent

Contains a matching grant
percent. Matching grant percent
are optional.

N/A

Amount

Contains a matching grant
amount. Matching grant amounts
are optional.

N/A

Other Amount

Contains an additional matching
grant amount.

Matching grant amounts are
optional.

N/A

Comments

Stores comments regarding
matching funds. The comment
text can contain up to 100
characters.

N/A

Billing Section - This section

applies to GL Grant Revenue only

Indirect

AR Code

Identifies the accounts receivable
code to which costs should be
allocated. If no value is entered,
the program uses the
reimbursement code.

N/A. City of Santa Fe
will not manage Grants
on the General Ledger.

Charge Code

Identifies the charge code to
which indirect costs should be
billed.

This box should be completed if
you enter an AR code.

N/A

Reimbursement Section

AR Code

Identifies the accounts receivable
code to which reimbursements
should be allocated.

City of Santa Fe will type
in the first characters of
the AR Code and select.
This data is pulling from
the AR code table.

Charge Code

Identifies the charge code to
which reimbursements should be
billed. This box should be
completed if you enter an AR
code.

City of Santa Fe will use
the dropdown arrow to
select the appropriate
AR Charge Code.

Allocations

These fields identify the accounts
to which the grant should be
allocated.

N/A

5. Click Add Line in the Allocations group.
The program makes the Allocations group accessible.
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Enter one or more allocation lines for the grant.

After you have completed the allocation lines, click Accept.
The program checks the grant record for errors. If errors are encountered, the program displays an
Errors button.

Click Errors to display a list of errors that must be corrected before you can complete the grant
record.

After correcting any errors, click Accept.
The program saves the grant record and refreshes the Grant Manager screen to display the grant.

e Grant Manager

Ea Grant Manager Welcome, Bishop-Elfring, Maureen

Number, Grant Number or Grant Name. = o = o
e S ke e @l 4 G 2 g o
Add Grant Update Status Export Attachments = Chart Manager Account Master Journal Entry Pass Through Federal Grant Export | Warnings
o Bg

Grant Details | Grant Dates | Matching/Billing | Associated Accounts/Projects | Employee Listings | Invoice Listings | Fixed Asset Listings | Pass Through

0 Requestad J—— | Expenses | Received | Billed | Expenses LTD | Received LTD |

K3 Awarded $900,000.00

% Billed LTD $75,000.00

K3 Received LTD $£0.00

=3 AP Checks LTD $0.00

Budget Details 2016 2015 2014

#~ Original Budget $0.00 $0.00 $0.00

Revised Budget $0.00 $0.00 £$0.00

= Actuals (Expenses) $0.00 $0.00 $0.00

F® Encumbrances $0.00 $£0.00 £0.00 (0} u:

I Requisitions £0.00 $0.00 $0.00 | Effective Date | Source | Comments | Amount | Warrant | Check # |Vendor | Account Description | Org |0Obj | Proj |

™ Available Budget £$0.00 £0.00 £0.00
Tab Description
Application Displays a general summary of the grant, grant amounts, and transactions.
Summary Amounts are not displayed on this tab until you have associated the grant with a

general ledger account or project funding source string. This is accomplished by
entering the grant number in the Grant box in the Account Master or Project
Funding Source String programs.

The Grant Totals group contains the total amounts for each fiscal year of the
grant. You can click the arrow next to a fiscal year to view the totals for each
quarter, and then expand the quarters to view totals by month. Click the Excel
button in the group header to create an Excel export file of all of the years,
quarters, and months for the current grant.

Click a year, quarter, or month to refresh the Activity Detail group to display the
details of the transactions that occurred in the selected time period. The list of
transactions can be sorted by journal source code, comments, amount,
org/object/project, or account by clicking the column titles. Clicking the effective
date on a transaction opens the Journal Analysis program with the journal entry
as the active record. Click an account description to view that account in the
Account Central program. Use the Excel button in the group header to produce
an Excel export file of the contents of the group.

Grant Details Contains the general details of the grant.
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Tab

Description

If the grant has a master grant, you can click the Master Grant # link on the
Grant panel to display a dialog box that contains summary information about the
master grant. The link is not available if the Master Grant # box is blank

Grant Dates

Defines the important dates for the grant. If milestones have been defined for
the grant, the Milestones group includes a Gantt chart. Change the display
mode of the Gantt chart by selecting Day, Month, or Year from the Show Gantt
View By list. Clicking the Edit Milestones link opens the Milestones program.

Matching/Billing

Provides information about matching funds, billing information, and allocation
lines.

Associated
Accounts/Projects

Displays the general ledger accounts and project codes associated with the
grant. The tab does not display any information until you have associated the
grant with a general ledger account or project funding source string. This is
accomplished by entering the grant number in the Grant box in the Account
Master or Project Funding Source String programs.

To view accounts within an account category, click the arrow to expand the list;
to view individual account records in the applicable Munis program, click the
account name.

Employee
Listings

Invoice Listings

List employee pay records, invoices, and fixed assets that have been
associated with the grant. Items are associated with grants by entering the grant
number on the applicable item records.

Each tab contains a Filter pane that provides filter options for the list. The

Fixed Asset header for each tab includes the Excel option, which generates an Excel
Listings spreadsheet of the information displayed on the tab.
Pass Through Contains details for pass through grants.

This tab is not active or accessible if the displayed record is not a pass through
grant. Pass through grants are defined by selecting the Pass-Through Grant
check box on the Grant Details tab.

Updating Existing Grant Records

In order to maintain grants using the Grant Manager program, you must select the Maintain Grants
check box in the Project Accounting Roles program for your user role. In addition, you must have the
Maintain Grant Balance Sheets permission from Project Accounting Roles in order to add or update
balance sheet information in the Grant Manager program.

Adding allocation lines

1.

On the Matching/Billing tab, click Add Line to define new allocation lines for a grant.
The program makes an additional line available for entry.

Complete the columns to define the allocation line.

Click Accept.

The program verifies that the entered values are valid, and then saves your entry. If the program
encounters invalid values, you must correct them before you can successfully save the allocation

line.
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Updating grant details

1.

Navigate to the grant record to modify, update the fields on the Grant Details, Grant Dates, or
Matching/Billing tabs, as required.

The information on the Application # Summary, Associated Accounts/Projects, Employee Listings,
Invoice Listings, and Fixed Asset Listings tabs is for informational purposes and cannot be updated
in the Grant Manager program.

When you have finished updating grant fields, click Accept.
The program saves your entries and displays a confirmation dialog box.

Click OK.
The program refreshes the screen to display the updated grant record.

Changing the grant status

1.

Click Update Status on the ribbon and select a new status. Alternatively, change the value of the
Status list on the Grant Details tab.

Click Accept.
The program displays a confirmation dialog box.

Click OK.
The program refreshes the screen to display the grant's new status.

Editing grant milestones

1.

4.

On the Grant Dates tab, click Edit Milestones in the Milestones group.
The program opens the Milestones program.

Use the Add, Update, or Delete options on the ribbon to create, modify, or remove milestones from
the grant.

After you have edited the grant's milestones, click Accept.
The Milestones program saves your entries.

Close the Milestones program screen to return to Grant Manager.

Maintaining overhead for pass-through grants

1.

After accessing the grant to modify, which must have the Pass-Through Grant check box selected
on the Grant Details tab, select the Pass Through tab.

Select or clear the Competitive check box based on the grant attributes and select the
disbursement frequency.

Use the Calculation Method list to define how administrative overhead is calculated for the grant:
Amount or Percent.
The program makes the Amount or Percent boxes available based on your selection.

Define the amount or percentage.

Click Accept to save your changes.
You must use the Pass Through option on the ribbon to add pass through vendors to the grant.

Exporting Grant Reports

Grant Manager can export two different grant reports to Excel. Both reports are accessed by clicking
the Export option on the ribbon of any Grant Manager screen.
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Creating a standard grant export file

Clicking Grant Export on the main program screen produces an Excel spreadsheet that contains the
active set of grant records. The spreadsheet lists the grant name, application number, status, grant and
grantor types, start and entered dates, entry clerk, and whether the grant is managed on the general
ledger.

Clicking Grant Export for an individual grant record produces an Excel file that contains the information
for only the current grant.

Creating a SEFA export file

Clicking SEFA Export generates the Schedule of Expenditures of Federal Awards output file that is
used when auditing federal grant funds. When accessed from the main program screen, the

SEFA Export option produces an Excel spreadsheet that contains information for the entire active set of
grant records. Accessing SEFA Export from an individual grant record produces a spreadsheet that
only contains information about that grant.

When you click SEFA Export on the ribbon, the program presents the SEFA Export Options dialog box.

SEFA Export Options

Expenditure Date Ranges Export Columns Actions

Start Date |11/1/2015
End Date 11/30/2015

APPLICATION # Select All

=]

GRANT = Select Mone

STATUS

WORK FLOW STATUS
MAMAGE ON THE GL
GRANT TYFE

GRANT NAME
DEPARTMENT CODE
DEPARTMENT
GRANTOR TYPE
GRANTOR ID
MASTER GRANT
FEDERAL CFDA
CREATED BY

ENTRY DATE
GRANTOR CID
GRANTOR NAME
GRANTOR ADDRESS #

GRANTOR ADDRESS 1

IR ENEREREREEEE

The dialog box consists of the Expenditure Date Ranges, Export Columns, and Actions columns.

Enter the range of dates from which to select transactions and then select the check boxes for each
column of data to include on the export file. Alternatively, click Select All or Select None to select or
clear all of the check boxes at one time.

After you have entered a date range and selected one or more check boxes, click Process to generate
the Excel export file.

Munis® Project Ledger, Version 11.3 Page 27



5 tyler
Creating a Project Master Record
Objective

This document provides instructions on how to create a project master record.

Overview

The project master record is the first step in creating the project ledger funding source strings and the
project ledger expense strings.

If business rules exist for the PAV-Projects project code, Project Master records must be approved.

Prerequisites

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

Confirm the following:

¢ You have menu access to Project Ledger programs.
¢ You have permissions to maintain Project Ledger information.

e The appropriate settings have been established in the General Ledger and Project Settings
programs.

e The Project Journal Number Control program has been completed.

¢ Project segment codes are established.

o General Ledger and Project Miscellaneous Codes have been created.
¢ Milestone codes have been created (optional).

City of Santa Fe Specifics

o City of Santa Fe will not create projects on the general ledger.
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Procedure
Use the following steps to create a project master record:

Open the Project Master program.

5 tyler

Financials > General Ledger Menu > Project Accounting > Project Ledger > Projects/Inquiry >

Project Master

ot Project Master - Munis @ X
. )
W HoME
Q = Browse ? XK Delete B Text file (8 word ” Notes (5 Audit Expense Gl Budget
I ~ - M undi
Search Add Update Print PJF el GEmaM Attach FE Maplink=  Funding Source  Grant
= Duplicate 2| Preview [B schedule O dlers- Gl Account B More...~
Confirm Search Actions Output Office Tools Menu
Project
Project 0044556 v Project ledger use only Department PW PUBLIC WORKS
Project Type Status Closed
Title RESOD FOOTBALL FIELD Workflow Status Approved
Short title Project available budget
Major project Percent Complete 1}
State ID# Estimate to Complete 0.00
Federal CFDA Create fived asset v | =
Drawdown freq Project fiscal range JAN to DEC
Description Place new sod at 30 yard line of high school football Projected date range 03/01/2013 [ to 0413012013 [0
field damaged b y homecoming bonfire Actual date range B to B
Justification Extension dale (s \umber of Days
Obligation date [  Original 60
Last date to encumber [ |Revised 60
String Requirements Overhead Rates
Expense Funding Source Admin Overhead Rate 0 %
Required level |2 - Phase 2 - Source
Budget level
= General Notes || (= Comments = Internal Contacts || [= External Contacts || (= Milestones = Escrow [= Notes
= Work Orders (= Contracts = Contract Details = Fixed Assets (& Locations = Task Groups
(¢ WLV Revenue Allocation
Funding Source Description Amount
TOTAL
< >
K < 10f32 > 3l

Click Add.

for specific field details.

Complete the fields, as required, to define the project master record. Refer to the table that follows

When you have completed entering all information, click Accept to save the record.

Field | Description | City of Santa Fe
Project
Project This box specifies the unique code for the | City of Santa Fe will enter a unique

project. The code should contain six or
more alphanumeric characters.

code.

The 15t three characters will
represent the Department or
Division: BDD, FAC, AIR, ENG, etc.

The next 2 characters will be the
Fiscal Year when the Project
started.

The last 3 characters will be Fund
number associated with project
(100- General fund, 240 —
Community Development, etc.).
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Field Description City of Santa Fe
The last 2 characters will be
Alphanumeric sequence (ex. 0A)
Example: FIR192210A.
Fire Department project start FY 19,
Fund 221 (Emergency Svc.) and 1%
project (0A)
Project Type | This box provides a code that City of Santa Fe will use the field
characterizes the project master record. helb button 1=/ to select the proiect
Project type codes are maintained in the i Fe) T proj
Project Accounting Miscellaneous Codes ype.
program. Project Codes all start with P and
Grants will start with G.
Note: Project/Grant codes comingle
in the dropdown list.
Title This box provides the title of the project. Departments will create Project title
Projects are typically given descriptive and provide to Finance.
titles that explain their function or usage. This field holds up to 30 characters.
The title can be up to 30 characters Descriptive titles are helpful when
they explain function or usage.
Short Title This box contains a shortened version of Enter in this field, a short version of

the project title.

the title to the project that will make
sense to users.

Major Project

This box identifies another project of
which this project may be included. If the
project is one part of a larger overall
project, enter the project code of the
larger project in this box. If the project is
not part of a larger project, or is the large
project itself, enter the same project code
that has been entered in the Project box.

City of Santa Fe will not use this
field to track Major Projects.

State ID #

This box identifies the state grant ID
number of the project, if one has been
assigned. If there is not a state grant ID
number, leave this field blank. The state
grant ID number can include up to twenty
characters.

City of Santa Fe will enter a State
Grant ID, if applicable.

Federal CFDA

This box contains the federal Catalog of
Federal Domestic Assistance (CFDA)
number for the project. If no CFDA exists
for the project, leave this field blank.

City of Santa Fe will enter a CFDA
number, if applicable.

Drawdown This box determines the frequency at Not required. Enter the frequency of

Freq which funds are drawn for this project. how often the funds are drawn for
the project, and then made
available for use (e.g. quarterly).
This is a manual process.

Description This box provides the general description | City of Santa Fe will enter a

of the project.

Description of the Project.
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Field Description City of Santa Fe

Justification This box provides a justification for this City of Santa Fe will enter a
project. Justification of the Project, if

applicable

Department This box indicates the department thatis | City of Santa Fe will use the field
administering the project. The department | ey, pyon (- to select the

q ' department.

Status This list identifies the current status of the | City of Santa Fe will use the
project. The options available from the list | dropdown to select the appropriate
are Active, Pending, Hold, and Closed. status.

This option can be updated as the project | This will be manually updated as
progresses through the planning, the project progresses.
approval, and usage stages. Once the

project is complete or expired, it can be

closed

Workflow For workflow, this list provides the current | For workflow, this list provides the

Status approval status for the project. current approval status for the

project.

Project This list determines the method by which | City of Santa Fe will select Life to

Available the available budget for the project is Date.

Budget created: Life to Date or Yearly. If you
select yearly:

e The fiscal year of the project may be
different than the fiscal year of your
organization.

e Yearly projects must be closed at the
end of their fiscal year in order to reset
the budget, whereas no closing
process is required for Life to Date
budgeted projects (inception to date
budgeting).

You can change the available budget

method after the project has been
created, but if you do so after project
transaction records exist, the program
displays a warning message.

Percent This is the project’s current completion Recommended for tracking

Complete percentage. purposes.

This is the project’s current
completion percentage.
This field is optional and needs to
be manually updated.
Update the Project’s actual percent
complete throughout the life of the
project to have this included in the
Project Status report.
Estimate to This box contains the estimated dollar Recommended for tracking
Complete amount required to complete the project. purposes.

This box contains the estimated
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Field

Description

City of Santa Fe

dollar amount required to complete
the project.

Optional: Enter the amount
estimated to complete throughout
the life of the project to have this
included in the Project Status
Report.

Create Fixed
Asset

This check box, if selected, indicates that
the project will create a fixed asset upon
completion. When the project is set to a
status of Closed, the program generates a
fixed asset record based on the project
details.

City of Santa Fe will select this
check box, if applicable.

Project Fiscal
Range

These lists define the range of project’s
fiscal year. Projects may have a different
fiscal year than your standard general
ledger fiscal year. The ending period
cannot be manually changed. The
program automatically enters a value
based on the selected starting period.

City of Santa Fe will use the City
Fiscal Year instead of the Project
Fiscal Year.

The City will track projects by the
projected date range.

Projected These boxes define the estimated City of Santa Fe will enter the
Date Range beginning and ending date of the project. | projected date range.
These fields are required. This is required.

Actual Date These boxes define the actual beginning | City of Santa Fe will click the

Range and ending date of the project. calendar = icons to enter the
project’s beginning and ending
dates.

Extension This box defines a date through which the | City of Santa Fe will click the

Date project is extended, if applicable. calendar icons to enter the
project’s extension date, if
applicable.

Obligation This box provides the standard obligation | City of Santa Fe will click the

Date date. It is used as the default due by date | calendar icons to enter the

when invoices and requisitions are
applied against the project. An obligation
date specific to project expense strings
may also be established when creating
project expense strings.

obligation date, if applicable.

Last Date to
Encumber

This box contains the last day that
encumbrance transactions can be posted
to the project. Any transaction with a date
after the date in this box cannot be posted
to the project.

City of Santa Fe will click the
calendar icons to enter the last
date to encumber, if applicable.

This will be required for projects that
have grant stipulations.

Number of Days

Original
Revised

The Original box provides the number of
days defined when the project is created.
The Revised box provides updates made
to the project after creation.

Informational only.
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Field

Description

City of Santa Fe

The program completes these values as
the project progresses; these are display-
only fields. .

String Require

ments

Required
Level
Expense

This list defines the required segment
level of the project expense string. The
values in this field are drawn from the
Project Settings segment table.

City of Santa Fe will require a
minimum expense level of 2.

Note: the lowest level (Detail) is
selected, all transactions allocated
to this project are required to have a
Category, Sub-Category and Detail
assigned to them. However, if you
select Category, users are

permitted to allocate transactions at
the Sub-Category and Detail level at
their discretion.

Required
Level Funding
Source

This list defines the required segment
level of the project funding source. The
values in this field are drawn from the
Project Settings segment table.

City of Santa Fe will require a
minimum funding source level of 2.

Note: the lowest level (Detail) is
selected, all transactions allocated
to this project are required to have a
Source, Type and Detail assigned
to them. However, if you select
Source, users are permitted to
allocate transactions at the Type
and Detail level at their discretion.

Budget Level
Expense

This list defines the segment level at
which the expense strings available
budget will be calculated at. The values in
the field are drawn from the Project
Settings segment table.

City of Santa Fe will select 1-Project
level for determining available
budget.

Overhead Rates

Admin
Overhead
Rate

If a percentage administrative overhead
rate applies to this project, this box
contains the rate percentage. This will
apply to all the expense strings in the
project.

City of Santa Fe will not be
calculating overhead.

Additional Tabs

User Defined

The User Defined tab contains any
additional fields that your organization has
created.

The User Defined tab contains any
additional fields that your
organization has created.

GL Funding

The GL Funding tab provides funding
source details if you are using the general
ledger to manage your project.

The GL Funding tab provides
funding source details if you are
using the general ledger to manage
your project. City of Santa Fe is
not managing projects on GL.
NOTE: This field is not applicable if
using funding source strings
instead.
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Field Description City of Santa Fe
Revenue The Revenue Allocation tab summarizes | Information only.
Allocation the Revenue Allocation Activity for the

project.

This is a summary of the Funding
Source strings / Revenue
Allocations for this project.

Grant billings will be generated from
the Project Ledger Revenue
Allocation in order to create a
receivable in Munis.

On-screen Options

Button Description City of Santa Fe

General This button allows you to store additional | City of Santa Fe will use as needed.

Notes notes pertaining to the project master Example: communication between
record. Project Manager and Finance.
When adding a new record, this button is
not available.

Comments This button provides a text screen where | City of Santa Fe will add comments
you can add or update comments to communicate information from
pertaining to the project master record. Council meetings & public input.
When adding a new record, this button is
not available.

Internal This button provides the Internal Contacts | City of Santa Fe will add names of

Contacts list, where you can store and retrieve up Project Manager(s) working on the
to five names of the internal contacts project.
associated with this project master record.

When adding a new record, this button is
not available.

External This button provides access to the City of Santa Fe will add if

Contacts External Contacts screen, where you can | applicable.
enter contact information for entities Recommended by not required.
outside of your organization.

Milestones This button allows you to track important Recommended by not required.
completion dates pertaining to the project
master record. To use milestones, you
can add them at the creation of the
project record or add them as the project
progresses. For details on using the
Milestones program, click the program
help button in the Milestones program.

Escrow This button opens the Project Master — N/A

Escrow screen. The screen displays all
escrow values for the project and
provides options to deposit or reimburse
funds.
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Button

Description

City of Santa Fe

Notes

This button accesses the Project Master —
Project Notes screen, which holds any
miscellaneous notes about the project.

Recommended by not required.

Work Orders

This button allows you to view all work
orders associated with the project. When
you click this button, the program opens
the Work Order Inquiry program.

When adding a new record, this button is
not available.

N/A in Phase 1.

Contracts

This button allows you to view all
contracts associated with the project.
When you click this button, the program
opens the Contract Inquiry program.
When adding a new record, this button is
not available.

See description.

Contract
Details

This button provides a list of all contracts
associated with the project. This list
includes the contract Number, the year
the contract was created, the revised
amount of the contract, the open amount
of the contract, and the liquidated amount
of the contract.

When adding a new record, this button is
not available.

See description.

Fixed Assets

This button allows you to view all fixed
assets associated with the project. When
you click this button, the program opens
the Fixed Asset Inquiry program.

When adding a new record, this button is
not available.

See description.

screen, where project task groupings are
assigned to the project.

Locations This button opens the Project Master — See description.
Locations screen, where you can
associate parcels of land with the project.

Task Groups | This button accesses the Task Groups See description.

What’s Next?

Once all of the necessary information has been created, you can continue the process by building the
project ledger expense strings and funding source strings.

Munis® Project Ledger, Version 11.3

Page 35




5 tyler

Importing Projects
Objective

This document provides instructions for importing projects.

Overview

The Project Import program provides a means to import an Excel spreadsheet of project data.
Specifically, this program is intended to import new project codes that do not currently exist in Munis.

If your organization uses Munis Workflow, new projects are imported with a status of Pending until they
are approved.

Prerequisites

Before you can successfully use this feature, you must ensure that the necessary parameters and
codes are in place. If parameters and codes are not set up, or not set up correctly, you may need to
contact your Munis System Administrator or Department Manager to have them updated or added into
the Munis system.

¢ You must have access to maintain general ledger accounts.
¢ You must have menu access to project accounts.

Munis® Project Ledger, Version 11.3 Page 36



5 tyler
Procedure

Use the following steps to import a file:

1. Open the Project Import program.
Financials > General Ledger Menu > Project Accounting > Project Ledger > Set Up > Project

Import
- Praject Import - Munis &
W HoME

El_. Text file Define
g FOF | rt

Print . mpe
] Preview o Alerts~

Confirm Search Actions Qutput Office Tools Menw

Execute this report |

Input file

Click Define.

From the Execute This Report list, choose an option: Now, In Background (Now), or At a
Scheduled Time.

If you choose In Background (Now) or At a Scheduled Time, the program uses Munis
Scheduler.

4. Click Generate Excel Template to direct the program to immediately create an Excel file that
includes the required columns for the import file.

Open the generated template, fill in the columns for the project data to import, and save the file.
In the Input File field, click the file upload button, choose the file to import, and click OK.

Click Accept.

If you selected an option that uses Munis Scheduler, the program schedules the import to occur
at the designated time.

8. If you selected Now from the Execute This Report list, click Import.

The program imports the selected file.

wnN

No o

Results
New projects are imported into the Munis system.

What’s Next?

Once all of the necessary information has been created, you can continue the process by building the
project ledger expense strings and funding source strings.
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Closing a Project
Objective

This document provides instructions for closing a project.

Overview
Once a project is completed, it should be closed out. This document describes the steps taken in order
to close a project.

Prerequisites

Before you can successfully use this feature, you must ensure that the necessary parameters and
codes are in place. If parameters and codes are not set up, or not set up correctly, you may need to
contact your Munis System Administrator or Department Manager to have them updated or added into
the Munis system.

¢ You must have access to maintain general ledger accounts.
e You must have access to the Projects/Inquiry menu.
e Projects must exist in Munis Project Accounting.
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Procedure
Use the following steps to close a project in the general ledger:

1. Open the Project Master program.

Financials > General Ledger Menu > Project Accounting > Projects Ledger > Project Master

-~ Praject Master - Munis @ T X
" home
+ 7 X Delete I Text file B word M Notes (5} Audit Expense
e I Updte Globa Pt HEror v (B email Atiach Notify fE Maplink=  Funding Source  Grant rern
£/ Duplicate & Preview Schedule © Alertss GL Account BMore..~
Confirm Search Actions Output Office Tools Menu
Project
Project ../ [H] Project ledger use only Department
Project Type Status
Title Project available budget
Short fitle Percent Complete
Major project Estimate to Complete
Stale ID # Create fixed assel m
Federal CFDA Project fiscal range to
Drawdown freq Projected date range Bt
Description Actual date range Bt (]
Extension date S \umver of Days
Justification Obligation date {5 |Original
Last date 1o encumber [ |Revised
Siring Requirements Overhead Rales
Expense Funding Source Admin Overhead Rale %
Required level
Budget level
& General Notes || & Comments || i Internal Contacts || (& External Contacts || i Milestones || & Escrow |[ = Notes |
& Work Orders || & Contracts || (& Contract Details || & Fixed Assets || & Locations || & Task Groups |
Revenue Allocation
Funding Source | Description | Amount |
A
v
< >
Grant Seq | Grantor Name Exp cat I Priority| Award amt Reimb % Reimb max IND % Total Billed to Date
~
v
< >
K < 00f0 >
Click Search.
Enter the number of the project to be closed and click Accept.
The program displays the project information.
4. Click Close Project on the ribbon.
The program opens the Close Project screen.
- Project Master - Munis » Close Project a 0 7 %

Close Options
Project "T110" will be set to status closed.

[/] Close project strings with the current project
|:| Close GL accounts with the current project
|:| Remaove remaining budget from project strings
Project journal post date
Project journal description
|:| Flag project for creation of a fixed asset record

HOME
Browse Delete Text file otes Define o
PDF Notify Maplin Select
Accept Cancel | Seard Update at Attach - Return
Duplicate Preview ched Alerts Process
Confirm Actions Output Office Tools Menu

5. Click Define.
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Select the appropriate check boxes to control how the project will be closed.
After you have selected or cleared the check boxes, click Accept.

Click Select.
The program selects the general ledger accounts and project strings for closure.

-~ Project Master - Munis > Close & ? ®
W Home
i Define
Select
- Return
=] Process
Confirm Search Actions Output Office Tools Menu

Close Options
Project "T110" will be set to status closed.

Close project sirings with the current project

Close GL accounts with the current project

Remove remaining budget from project strings

Project journal post date ]
Project journal description

Flag project for creation of a fixed asset record

General Ledger Accounts:
0 GL Accounts Selected
0 Open GL Account Balances Exist

Project Strings
0 Project Strings Selected
0 Strings with Open Transactions Exist

9. Click Process to close the project.

Results

The project is closed and will no longer be available for posting. The status of the project is updated to
Closed. If you have chosen to close the general ledger accounts, their status is also updated to a status
of Closed.

GL Impact

The general ledger is impacted if there are open amounts on the project accounts.
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Creating Funding Source Strings
Objective

This document provides instructions on how to create a funding source string.

Overview

The funding source strings for a project track all revenue activity for that project. The funding source
strings also store grant and reimbursement information that will be used in the Project Revenue
Allocation program.

For workflow, if a PAF-Funding Source String business rule exists, project strings cannot be used in
transactions unless approved.

Prerequisites

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

Confirm the following:

e You have menu access to Project Ledger programs.
¢ You have permissions to maintain Project Ledger information.

e The appropriate settings have been established in the General Ledger and Project Settings
programs.

e The Project Journal Number Control program has been completed.

¢ Project segment codes are established.

e The chart of accounts is established.

e General Ledger and Project Miscellaneous Codes have been created.
e Accounts receivable charge codes and customers exist.

e Grant master records exist.

City of Santa Fe Specifics

¢ Finance will maintain all codes. Additional codes can be added if needed.
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Procedure
Use the following steps to enter a funding source string:
1. Open the Project Master program.

Financials > General Ledger Menu > Project Accounting > Project Ledger > Projects/Inquiry >
Project Master

vy Project Master - Munis & 0 2?2 %
¥ HomE
= Browse ,\ X Delete I Text file B word “‘ Notes (5} Audit Expense GL Budget
+ ~ . .
Search B Add Updte Pt PDF v (B email Atiach #E Maplink=  Funding Source  Grant
£/ Duplicate & Preview [ Schedule © Alertss GL Account BMore..~
Canfirm Search Actions Output Office Tools Menu
Project
Project Project ledger use only Department
Project Type Status
Title Project available budget
Short fitle Percent Complete
Major project Estimate to Complete
State ID # Create fixed asset =
Federal CFDA Project fiscal range to
Drawdown freq Projected date range Bt
Description Actual date range B to (1]
Extension date {5\ umber of Days
Justification Obligation date {5 |Original
Last date 1o encumber [ |Revised
String Requirements Overhead Rales
Expense Funding Source Admin Overhead Rale %
Required level
Budget level
(= General Notes || = Comments (= Internal Contacts || (& External Contacts || [ Milestones (= Escrow (= Notes
(= Work Orders L= Contracts (= Contract Details || (& Fixed Assets. (= Locations (= Task Groups
(cBZLLLTE  Revenue Allocation
Funding Source Description Amount
~
v
< >
‘Grant Seq Grantor Name Exp cat Priority Award amt Reimb % Reimb max IND % Total Billed to Date
~
v
< >
K < 00f0 >

Use the Search option to find the project for which to add funding source information.

Click Funding Source on the ribbon.

If this is the first funding source string that is being added to the project, the program displays the
Project Funding Source String screen in Add mode. If this is not the first funding source string to be
added to this project, click Add.

Munis® Project Ledger, Version 11.3 Page 42



®
@
o0 e

tyler

(Y
.o.o ®
L)
', ect Funding Source 5t - Munis ) ? X
&° HOME
O\ =] Browse 7 K pelete B @ [ s View Changes  Reimb % Totals
- I gl PDF Email View A ts  Charge Codes
Search Add  Update Print = Excel B3 emai ttach e Amounts - Eharge Lo Return
& Preview B schedule © dertss Grants
Confim Sear Actions QOutput Office Tools Menu
Project string
Project 0044556 .., RESOD FOOTBALL FIELD Description Booster club funds. ™
Source BSTR ..| Booster club funds.
Detail Justification
Type
[= General Notes [= Comments
Name BOOSTER Projected date range 03/01/2013 [7] to  03/01/2014 [T]
Short Name  BOOSTER Actual date range 03/01/2013 [ to 03/012014 [F]
Status Closed Grant In-Kind
Workflow status | Approved
Revenue allocation
Allocation type Billing type
Max allocation
Exceed Maximum Amount Customer number
Customer address number
AR charge code
Org Object Project
GL Debit
GL Credit Include project string
GULEIL NG LA GL Accounts
Seq Exp Type | Expense Type Desc Priority Alloc % Max Alloc Amt, Allocated Amount
W
< >
K < 10f2 >

4. Complete the fields, as required, to add a funding source string. Refer to the following table for
specific field details.

Field | Description | City of Santa Fe
Project String
Project This box identifies the project code to City of Santa Fe will accept the
which the funding source string is being default project code.
added.
Source This box determines the source code for | City of Santa Fe will use the field
the funding string. help button |**/ to select the source
code.
This is a required level.
Detail This box determines the detail code for City of Santa Fe will use the field
the funding source string. help button ==/ to select the detail
code, if applicable.
This is an optional level.
Type This box identifies the type code for the City of Santa Fe will use the field
funding source string. help button |**/ to select the type
code, if applicable.
This is an optional level.
Description This box provides the description of the City of Santa Fe will enter the full
funding source string. description of the Funding Source
string.
Justification This box provides the justification for the | City of Santa Fe will enter
funding source string, if required. justification, if applicable.
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Field Description City of Santa Fe

Name This box contains the name of the funding | City of Santa Fe will enter the
source string. The full account name can | name of the funding source string.
contain up to 30 characters. Recommendation is that you try to

incorporate the name of the strings
selected above.

Short Name This box contains the short account name | City of Santa Fe will enter the short
for the funding source string. The default | name of the funding source string.
value is the first ten characters of the full
account name, but you can change this.

Status This list provides the current status of the | City of Santa Fe will use the
funding source string: Active, Pending, dropdown and select the
Hold, or Closed. appropriate status code.

The status must be ‘active’ to run
revenue allocation.

Workflow If your organization uses workflow, this This identifies the current status of

Status list identifies the current status of the the funding source.

funding source.

Projected Date
Range

Theses boxes define the beginning and
ending projected dates for the funding
source string. The program completes the
default values from the Project Master
record, but you can change this. These
dates are informational only.

Information only. Populates from
Project Master.

Actual Date
Range

These boxes define the actual beginning
and ending projected dates for the
funding source string. The program
completes the default values from the
Project Master record, but you can
change this. These dates are
informational only.

Information only. Populates from
Project Master.

Grant

This box indicates if the funding source is
a grant. If the source is a grant, enter the
grant identifier in this box. Valid grants
are those for which the Mange Using
General Ledger check box is not selected
in the Grant Master program.

City of Santa Fe will use the field

help button |**/ to select the grant,
if applicable.

In-Kind

This check box, if selected, indicates that
the funding source is used to track the in-
kind matching component of a grant.
In-kind funding sources are not included
in the Cash Balance tab of Project
Inquiry, as in-kind funding is not cash. In-
kind funding sources are also not
included in the cash calculation for a
Balance Sheet Report.

City of Santa Fe will check this box,
if applicable.

Revenue Allocation

Allocation
Type

This list determines the revenue

allocation type for the funding source:

e None - The funding source string
does not require reimbursement

City of Santa Fe will select the
allocation type for the funding
source.
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Field

Description

City of Santa Fe

through a Journal Entry or General
Billing invoice.

e List - The funding source will
reimburse specific expense types
which have been defined on the
Allocation Lines tab.

e All - The funding source reimburses
all expense types associated with the
project. Selecting All prevents entry in
the Expense Type box in the
Allocation Lines section.

e Unassociated - The revenue for the
funding source applies to all expense
types within the project that are not
already associated with a funding
source string. This option is typically
used as a catch-all rule. Selecting
Unassociated prevents entry in the
Expense Type box in the Allocation
Lines section

Note: if a Grant is linked to the
funding source; the detail will be
available to import after you enter
the Grant number and tab past
field.

Refer to Description column for
explanation of the available
allocation types.

Note: allocation (sequence line)
must equal 100% for each priority
level within an expense type.

Max Allocation

This list determines how the maximum
allocation for the founding source string is
calculated:

e Budget - The maximum allocation is
based on the funding source budget
amount. This method is typically used
when expenditures are submitted for
reimbursement.

e Actuals - The maximum allocation is
based on the sum of the actual
amounts posted to the funding source
string. This method is typically used
when a grant provides funding in
advance. Money is received against
the funding source string, prior to the
revenue allocation process, and
actuals will not be zero for the
account.

e Greater of the Two - The maximum
allocation is based on the greater of
the Budget or Actuals methods.

City of Santa Fe will select one of
the three the maximum allocation

types.

Refer to Description column for
explanation the available types.

Note: if Budget is selected, make
sure to check, Exceed Maximum
Amount” to avoid errors when
running revenue allocation.

Exceed
Maximum
Amount

This check box, if selected, indicates that
transactions against this funding source
can exceed the maximum allocation
amount.

This option is typically used for internal
funding sources only; it is rarely used for
external funding sources.

City of Santa Fe will select this box
if Budget was selected for Max
Allocation.
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Field Description City of Santa Fe

Billing Type This list determines whether funding City of Santa Fe will select the
source reimbursements will be billed, and | billing type for this funding source.
if so, is the billing is internal or external. This depend on project funding.

e Select External to open the AR
Customer #, and AR Charge Code Refer to the Description column for
boxes for completion; in this case, the | detail explanation.
charges are submitted through a
general billing invoice that is sent to
the grantor.
e Select Internal to open the GL Debit
and GL Credit boxes for completion;
in this case, the charges are
submitted through a general journal
entry that supports the funds transfer
when the revenue allocation process
is run.

Customer If the funding source string is an external | City of Santa Fe will use the field

Number billing type, thI'S box identifies the help button =] to select the
accounts receivable customer ID number . :

. . Customer, if applicable.
for the person or entity from which
reimbursement will pe requested through This box is available if the billing
the Revenue Allocation process. The ; .

A type is External or Both is selected.

customer number must exist in the
Accounts Receivable Customers
program.

Customer This box defines the customer address This box will auto-populate with the

Address number for accounts receivable customer | customer address.

Number IDs. City of Santa Fe will use the field
help button [***/ to select a different
customer address, if applicable.

AR Charge If the funding source string is an external | City of Santa Fe will use the field

Code billing type, the box identifies the charge helb button L= to select the AR
code that has been established to P _

. Charge code.
determine where payments should be
applied V\_/hen reimbursement is requested This box is available if the billing
and received through the Revenue . .

) type is External or Both is selected.
Allocation process.

GL Debit If the funding source string is an internal If the billing type is Internal or Both,
billing type, these boxes identify the City of Santa Fe will use the field
general ledger account that is to be jsaad
debited as a result of the Revenue help button 2/ to select the GL

- debit account.
Allocation process.
GL Credit If the funding source string is an internal If the billing type is Internal or Both

billing type, these boxes identify the
general ledger account that is to be
credited as a result of the Revenue
Allocation process.

City of Santa Fe will use the field

help button |=/ to select the GL
credit account.
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the credit journal line contained within the
general ledger journal generated during
the Project Revenue Allocation posting
process. The result is that the Revenues
Received column on the Cash Balances
tab in Project Inquiry is updated for the
respective funding source strings.

Field Description City of Santa Fe
Include Project | If selected, this check box causes the City of Santa Fe will check this box,
String funding source string to be included on if applicable.

Refer to Description for more detail.

Allocation Lines Tab

Seq

This box identifies the allocation
sequence number. The program assigns
this value; it is display only.

This field is ‘Display Only’.

App #

This box specifies the grant application
number if a grant is selected for the
funding string.

Refer to Description for more detail.

Exp Type

This box identifies the expense type code
that identifies the different types of
expenses for which an organization may
request reimbursement. Any expense
string connected to the expense type will
be considered for the Revenue Allocation
process.

Expense type codes are maintained in
the Project Accounting Miscellaneous
Codes program for the type code EXPT —
Project Expense Type.

City of Santa Fe will use the field

help button |**/ to select the
expense type.

This field will populate if linking to a
Grant.

NOTE: Expense type codes are
maintained by the Finance
Department; additional value may
be added as needed.

Exp Type Desc

This box displays the expense type
description; the program completes this
value according to the expense type
enter. This is a display-only field.

This field is “Display Only”. It
populates from the Expense Type
selected.

Priority

This box identifies the priority of the
funding source. The priority range is from
1 to 100, with 1 being the highest priority.
During the allocation process, the highest
priority groups (with the lowest number)
are considered first. Within a priority
group, allocation percentages of less than
100% are considered first. If a pass does
not fully allocate the expenses, the
process goes to the next priority group.
The number of passes for an expense
type will be from 1 to the number of
funding source priority groups. Allocation
for an expense type stops when either all
expenses are allocated or after the
process runs through the last priority

group.

The City will determine the
methodology for using priority
ranges.

This field will populate if linking to a
Grant.

Refer to Description for more detail.
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Field Description City of Santa Fe

Alloc % This box indicates the allocation City of Santa Fe will enter the
percentage that the funding source will allocation percentage that the
cover for the expense type selected. funding source will cover for the

expense type selected.
This field will populate if linking to a
Grant.

Max Alloc Amt | This box indicates the maximum Not required, but City of Santa Fe
allocation amount for which the funding may enter the maximum allocation
source string will accept reimbursement amount for which the funding
requests. source string will accept

reimbursement requests.

Allocated This box displays the total amount that Informational only.

Amount has been reimbursed through the
Revenue Allocation process. The
program updates this value throughout
the process; this is a display-only value.

GL Accounts Tab

Default GL Account

Fund These boxes provide the default account | N/A
Function segments to be used for the funding
Department source string. These boxes are defined
Program by your organization in the General
Grade Ledger Settings program.
Grant/Fund
Src
DOE Function
Category
Org This box identifies the account org code N/A
that the funding source will affect on the
general ledger.
Object This box identifies the account object N/A
code that the funding source will affect on
the general ledger.
Project This box identifies the account project N/A
code that the funding source will affect on
the general ledger.
Allow GL This check box, if selected, allows you to | N/A
Override override the default general ledger
account when entering transactions
against the account string.
Budget GL Account
Fund These boxes provide the budget account | N/A
Function segments to be used for the funding
Department source string. These boxes are defined
Program by your organization in the General
Grade Ledger Settings program.
Grant/Fund
Src
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Field Description City of Santa Fe

DOE Function

Category

Org This box identifies the budget account org | N/A
code that the funding source will affect on
the general ledger.

Object This box identifies the budget account N/A
object code that the funding source will
affect on the general ledger.

Project This box identifies the budget account N/A
project code that the funding source will
affect on the general ledger.

On-screen Options

Button

Description

City of Santa Fe

General Notes

Click General Notes to add or maintain
notes associated with the defined project
funding source string. If notes exist, the
General Notes button is highlighted.

City of Santa Fe will add general
notes, if applicable.

Comments

Click Comments to add or maintain notes
associated with the defined project
funding source string. If comments exist,
the Comments button is highlighted.

City of Santa Fe will add
comments, if applicable.

5. When you have completed all information on the Funding Source screen, click Accept.

6. Repeat the process until all necessary funding source strings for the project have been added.

What’s Next?

Once all of the funding source strings for a project have been created, the revenue for the project can
be tracked using the General Journal Entry or Miscellaneous Cash Receipts programs when the
Revenue Allocation process is completed.
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Creating an Expense String
Objective

This document provides instructions on how to add a project ledger expense string.

Overview

The use of project ledger expense strings allows you to track all expense and budget transactions for a
specified project. Once a project ledger expense string has been created, a budget amendment or
budget posting must occur prior to the use of the expense string in any transaction, such as requisition
or invoice entry.

When a PAS-Expense Strings business rule exists, project strings cannot be used in transactions
unless approved.

Prerequisites

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

Confirm the following:

¢ You have menu access to Project Accounting programs.
¢ You have permissions to maintain Project Accounting information.

e The appropriate settings have been established in the General Ledger and Project Settings
programs.

e The Project Journal Number Control program has been completed.
¢ Project segment codes are established.

¢ Project miscellaneous codes have been created.

e General ledger expense accounts for the expense strings exist.

City of Santa Fe Specifics

. Finance will maintain all codes. Additional codes can be added if needed.
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Procedure
Use the following steps to create a project expense string:
1. Open the Project Master program.

Financials > General Ledger > Project Accounting > Project Leger>Projects/Inquiry > Project
Master

o, Project Master - Munis a U 2?2 %
" home
= Browse I 7 K Delete ) Text file B word l”‘ 7 Notes (53 Audit Expense GL Budget
& Query Builde: Global g i otify i
Accept Coneel | Search 128 Query Builder B Update ol Lo =il L oty [fE Maplink~  Funding Source Grent Retun
£/ Duplicate & Preview Schedule @ terts GLAccount Bvore.. v
Confirm Search Actions Output Office Tools Menu
Project
Project 1100 <. [[] Projectledger use only Department BLDG ..| BUILDING
Project Type Status Active
Title NEW COMMUNITY CENTER Project available budget
Short title Percent Complete 0
Major project 1100 .../ NEW COMMUNITY CENTER Estimate lo Complete 0.00
State ID # Create fixed assel O
Federal CFDA Project fiscal range JuL to [JUN
Drawdown freq Projected date range Bt 0
Description Actual date range Bt [}
Extension date [ Number of Days
Justification Obiigation date [ |Crioinal 0
Last date to encumber [ |Revised g
String Requirements Overhead Rales
Expense Funding Source Admin Overhead Rate 0%
Required level None None
Budget level |No available budget check
(= General Notes || [ Comments || (& Internal Contacts || [ External Contacts || (& Milestones || (& Escrow || & Notes |
[ Work Orders || i Contracts || (& Contract Details || [ Fixed Assets || & Locations || & Task Groups |
Revenue Allocation
Funding Source | Description | Amount
TOTAL
< >
Grant I Seq Grantor Name Exp cat | Priority Award amf] Reimb % Reimb max{ IND % Total Billed to Date|
< >
K < 60f29 >

Use the Search option to locate the project for which to add expense information.

Click Expense on the ribbon.
If this is the first expense string that is being added to the project, the following screen automatically
displays in Add mode; if this is not the first expense string to be added to this project, click Add.
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Projected date range 03/01/2013
Actual date range 03/01/2013

Default GL account

[ to 030172014
[ to 0310172014

'
I
it
iy
L0
)

Actual overhead rate %
RFR REPAIRS

|
|

Expense type

" Home
O\ =] Browse 7 K pelete B @ [ s View Changes  Mass Update
- I gl PDF Email View A it Deduction Expen
Search Add  Update Print = Excel B3 emai ttach e Amounts COUCHoN BXPENSES g eturn
il Preview G Schedule o Alertsw Apply Overhead E More... ~
Confim Search Actions QOutput Office Tools Menu
Project string AP Relainage
Project 0044556 .., RESOD FOOTBALL FIELD Description Clearing old grass. Retained to date 0.00
Phase CLEAR .., Clear dead grass and dry soil.
Task - Liquidated 0.00
Sub.Task Justification Permanently withheld 0.00
Unrelieved 0.00
Name CLEARING = General Notes [= Comments
Short name CLEARING
Status Closed Project available budget Fixed Asset
‘Workflow status Approved ¥ Include in budget check Include in asset cost

?

®

N aw)u Allow GL Qverride
E—
K < 10f5 >
4. Complete the fields, as required, to add the expense string. Refer to the following table for field
descriptions.
Field | Description | City of Santa Fe
Project String
Project This box identifies the project code to City of Santa Fe will accept the
which the expense string is being added. | default project code.
Phase This box specifies the phase, or second City of Santa Fe will use the field
segment, code for the expense string. -
The label for this box is set by your help button ***/ o select the
organization in the Project Settings Category code.
This is a required level.
program.
Task This box specifies the task, or third City of Santa Fe will use the field
segment code, for the expenses string. ™
The label for this box is set by your help button [ to select the
PN . d Subcategory code.
organization in the Project Settings : . .
This level is not required.
program.
Sub-Task This box specifies the subtask, or fourth City of Santa Fe will use the field
segment code, for the expense string. ™ ,
The label for this box is set by your gﬁ(ljpebutton “to select the Detail
organization in the Project Settings Thi , . .
is level is not required.
program.
Description This box provides the description of the City of Santa Fe will enter the full
expense string. description of the Expense string.
Justification This box provides the justification for the | City of Santa Fe will enter a
expense string, if required. justification, if applicable.
This level is not required.
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Field Description City of Santa Fe
Name This box contains the name of the City of Santa Fe will enter a full
expense string. The full account name name for the expense string.
can contain up to 30 characters.
Try to incorporate the string names
in the name field; this is a unique
identifier for the project expense
string.
Short Name This box contains the short account name | City of Santa Fe will enter a short
for the expense string. The default value | name.
is the first ten characters of the full
account name, but you can change this.
Status This list provides the current status of the | City of Santa Fe will use the
expense string: Active, Pending, Hold, or | dropdown to select the status.
Closed. The string has to be ‘active’ to use
in revenue allocation.
Workflow For workflow, this list provides the current | With workflow in place, this list
Status approval status of the expense. provides the current approval status

of the expense.

Projected Date
Range

Theses boxes define the beginning and
ending projected dates for the expense
string. The program completes the default
values from the Project Master record,
but you can change this. These dates are
informational only.

Information only. Populates from
Project Master.

Actual Date These boxes define the actual beginning | Information only. Populates from
Range and ending projected dates for the Project Master.
expense string. The program completes
the default values from the Project Master
record, but you can change this. These
dates are informational only.
Project This list identifies the calculation method | This value is auto-populated from
Available for the project's available budget. The the Project Master record.
Budget program displays this value according to
the project master record.
Include in This check box, if selected indicates that | City of Santa Fe will check this box
Budget Check | the project account string's available budget checking should be turned
budget should be checked before posting | on for the Expense string.
transactions.
Actual This box provides the actual overhead N/A. City of Santa Fe is not using

Overhead Rate

rate for transactions charged against this
account string.

overhead rates.

Expense Type

This box identifies the expense type code
for the record. Expense type codes are
maintained in the Project Accounting
Miscellaneous Codes program for the
type code EXPT — Project Expense Type.

City of Santa Fe will use the field

help button |=**/ to select the
expense type code.

NOTE: Expense type codes are
maintained by the Finance
Department. Additional values may
be added as needed.

AP Retainage
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Field Description City of Santa Fe
Retained to This is the total amount of funds retained | Informational only
Date to date from accounts payable invoices
for this project. This amount is increased
each time the Project Revenue Allocation
program processes transactions with
retainage amounts.
Liquidated These boxes contain the various Informational only
Permanently retainage amounts for the project
Withheld expense string. The liquidated amount is
Unrelieved the value that has been paid to the
vendor, while the permanently retained
amount will not be paid to the vendor.
The unrelieved funds are those that have
not yet been liquidated or marked for
permanent retainage.
Fixed Asset
Include in This check box causes the expense City of Santa Fe will check this box,
Asset Cost string to be included in the total when a if applicable.
project is imported to the Fixed Asset
Work File. The resulting total is used to
determine the asset cost.
Asset This field indicates the asset group to If the above field was checked, City

which the string belongs. When a project
is imported to the Fixed Asset Work File,
each asset group is used to create a
separate record in the Fixed Asset Work
File.

of Santa Fe will use the field help

button || to select the asset.

Default GL Account

Fund These boxes provide the general ledger N/A

Function account segments to be used for the

Department expense string. These boxes are defined

Program by your organization in the General

Grade Ledger Settings program.

Grant/Fund

Src

DOE Function

Category

Org This box identifies the org code that the City of Santa Fe will use the field
expense string will affect on the general
Iedpger accoungts. 9 help button |***/ to select the Org

account.

Object This box identifies the object code that City of Santa Fe will use the field
the expense string will affect on the help button 1= to select the Object
general ledger accounts.

account
Project This box identifies the project code that N/A

the expense string will affect on the
general ledger accounts.
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Field Description City of Santa Fe

Allow GL This check box, if selected, allows you to | This check box, if selected, allows

Override override the default general ledger you to override the default general
account when entering transactions ledger account when entering
against the account string. transactions against the account

string.
This setting is based on Project
Accounting permissions.

Budget GL Account

Fund These boxes provide the budget account | N/A

Function segments to be used for the expense

Department string. These boxes are defined by your

Program organization in the General Ledger

Grade Settings program.

Grant/Fund

Src

DOE Function

Category

Org This box identifies the budget account org | City of Santa Fe will use the field
::hode that the expense string will affect on help button == to select the Org

e general ledger.
account.

Object This box identifies the budget account City of Santa Fe will use the field
object code that the expense string will help button =] to select the Object
affect on the general ledger.

account.

Project This box identifies the budget account N/A
project code that the expense string will
affect on the general ledger.

On-screen Options

Button

Description

City of Santa Fe

General Notes

Click General Notes to add or maintain
notes associated with the defined project
expense string. If notes exist, the General
Notes button is highlighted.

City of Santa Fe will add general
notes, if applicable.

Comments

Click Comments to add or maintain notes
associated with the defined project
expense string. If comments exist, the
Comments button is highlighted.

City of Santa Fe will add
comments, if applicable

5. When you have completed all information on the Expense screen, click Accept.

6. Repeat the process until all necessary expense strings for the project have been added.
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What’s Next?

Once all project expense strings have been created, they may be used during transaction entry,
providing a budget has been entered for the expense string and the appropriate funding sources strings
have been created for the project.

Project Budget Package Generation

Objective
This document provides instructions on how to generate a project budget package using the Munis
Project Budget Package Generation program.

Overview

Before you can enter a project budget package, a budget package projection must be generated.
Normally, budget projections are created early in the current fiscal year for the next year. The Project
Budget Package Generation program creates budget package projections that assign budget amounts
to sets of project account strings. Separate project budget packages are created for each project code.

Prerequisites

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

Confirm the following:

e You have budget permissions for level 5 in the Munis Budget Roles program.
¢ You have Project Accounting permissions.

e Projects for general ledger account generation exist.

e Project expense and funding source strings have been established.

C|ty of Santa Fe Specifics
Santa Fe will budget Projects Life to Date, while the General Ledger Budget will be Annual. The
departments will be responsible for the project budget with Budget assistance. Therefore, the
budgets will be created separately.
o The Budget Officer will post all Project Budgets.
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Procedure
To generate a project budget package:

1.

Open the Project Budget Package Generation program.
Financials > General Ledger Menu > Project Accounting > Project Ledger > Project Budget

Processes > Project Budget Package Generation

5 tyler

" HoME

Q =| Browse

Search
Confirm Search
Project budget package
Project budget package

Approval status
Description

Froject package status

Renew Status

Renew Amount
Projects

<
B Include inactive project strings
B Selective string inclusion

My Approvals

K < 0of0

+ Budae ckage Ge
oject buaget Fackage e

I}

? X Delete B Text file
I Fe
Add  Update Print POF
] Preview
Actions Output Office

B Locked Budget Package

Munis a ?

Master
Release
o 7 View Package Detai
Tools Menu

Click Add.

Complete the fields to define the package. Refer to the following table for field details.

Field

| Description

| City of Santa Fe

Project Budget Package

Project Budget
Package

This box identifies the project
budget package identification code.
The code can contain up to nine
alphanumeric characters.

City of Santa Fe will create a
unique budget code.

Budget office will determine budget
code.

Approval Status

If your organization uses workflow,
this list identifies the approval status
of the package: Approved, Held,
New, Pending, and Rejected.

When using workflow, this list
identifies the approval status of the
package: Approved, Held, New,
Pending, and Rejected.

Description

This box provides a description of
the package being created. This box
contains up to 100 alphanumeric
characters. Typically, this is the title
of the project projection.

City of Santa Fe will enter a budget
description.

Project Package
Status

This list determines the current
status of the entered project budget
package. The status of the project
budget package changes as the

City of Santa Fe will use the
dropdown to select the project
package status.
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Field

Description

City of Santa Fe

process continues. Status levels are
defined on the Budget tab in Project
Settings.

New packages have the status
Created; other options are
Approved, Exported, and Posted.

Renew Status

This list indicates the renewal
status, if applicable, for projects
being considered for approval.

City of Santa Fe will select the
appropriate renew status, if
applicable.

Locked Budget
Package

If selected, this check box prevents
the package from being updated,
deleted, or exported to the general
ledger.

City of Santa Fe will select this box
if they want to prevent modification,
deletion or export to the general
ledger.

Renew Amount

This field provides the renewal
amount, if applicable.

City of Santa Fe will enter the
amount of the renewal for the
project budget, If applicable.

The list is typically used for projects
that are under consideration for
approval.

Projects

This group provides a selection of
project codes to include as part of
the package. The lists that make up
the table provide all of the projects
that exist in your Munis database.
You can select as many projects as
necessary for a budget package.

City of Santa Fe will use the
dropdown to select the appropriate
project code(s).

Include Inactive
Project Strings

This check box, if selected, directs
the program to include any inactive
project account strings that have a
status of pending or held. Clearing
the check box causes the program
to exclude inactive project account
strings.

City of Santa Fe will check this box
only to include inactive project
strings with a status of pending or
held.

Leave this box unchecked to
exclude pending or held project
strings.

Selective Account
Inclusion

This check box, if selected, allows
you to enter a range of account
strings to be included in the
projection. When this check box is
selected, the program automatically
displays the Segments screen,
where you can define the account
strings to be included.

Refer to Description column for
information.
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4. Click Accept.
The program displays a confirmation message.
Project Budget Package Generation

6 project string line(s) will be generated.
Do you wish to create the budget package detail amounts?

If the number of records to be created is correct, click Yes to generate the package; if the number of
records is not correct, click No to regenerate the package.

Results
A project budget package projection has been created and is ready for budget request entry.

What’s Next?

After a project budget package projection has been created, departments can use the Project Budget
Package Entry program to enter their project budget amounts/requests.

As budget requests are entered, accounts that were originally included in the projection may be added
or removed from the project master file.

The Master option allows you to refresh the selected budget package, which ensures the project
account string information is current. Clicking the Master option adds or removes project account
strings from the selected budget package projection under the following circumstances:

o Project account strings were added after the project budget package was generated. Clicking
Master causes the program to include the newly-added account strings.

¢ Inactive account strings are updated to be active. This applies whether the inactive accounts
were included in the projection or not. Clicking Master adds any account strings that were
previously inactive but are updated to be active.

e Account strings are removed from the project. Clicking Master drops any account strings from
the projection that were removed from the project.
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Project Budget Package Entry
Objective

This document provides instructions on how to set up and complete the Project Budget Package Entry
process.

Overview

The Project Budget Package Entry program allows you to enter budget amounts for the project ledger.
These amounts are entered at the Project Ledger Expense String and Funding Source String detail
levels. When all departments have entered budget information, the projection can be rolled to the next
approval level. When the projection has cleared all the approval levels, it can be created as the actual
budget for the next fiscal year.

Prerequisites

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

Confirm the following:

¢ You have budget permissions for level 5 in the Munis Budget Roles program.
e You have Project Accounting permissions.

e Projects for general ledger account generation exist.

¢ Project expense and funding source strings have been established.
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Procedure
Use the following steps to complete the Project Budget Package Entry process:

1.

Open the Project Budget Package Entry program.
Financials > General Ledger Menu > Project Accounting > Project Ledger > Project Budget
Processes > Project Budget Package Entry

Project Budget Package Ent

" Home
@

Accept Cancel

Confirm Search Actions Output Office Tools

ﬂ D Check if exporting fo General Ledger Renew Status

Locked Budget Package Renew Amount

Project stings

< >
Line monﬂm Object Project T Account Projected Qty Job Class Position Unit Cost
< >
Select the project budget package form the Project Budget Package list.
Select the Check If Exporting to General Ledger Budget check box if the projection is to be
exported to the General Ledger Budget Projection when completed.
Click Accept.
Highlight the line in the Project Strings group to modify.
Click Update.
The Project String detail is accessible; modify the fields, as required.
r t Pa: Entry - Munis & ? X

Project Budget Package Ent

" Home
Q K pelete @ Detail Entry

Accept Cancel Search

Confirm Search Actions Qutput Office Tools Menu
Project Budget Package PACKAGE 1 - PACKAGE ONE ﬂ |:| Check if exporting to General Ledger Renew Status ﬂ
4 Detail Amounts 2015-2019 » |:| Locked Budget Package Renew Amount 0.00
Project strings
Text T Project String QOrg Object Project Total Budget Amount 2016 Detail Amount 2017 Detail Amoun
N E PWG -ONE - = 1000 Disc [10,000.00| .00
N F FWG -5IT - - 9005 4220 -10,000.00 .00 ~
TOTALS 00 00

Click Detail Entry.
The program makes the Project Detail fields accessible; modify the fields, as required.

Project string detail

2015/ 4| ¥ | FWG -ONE - = PHASE ONE EXPENSES
Line Org ‘Object Project Projected Qty Job Class Position Unit Cost Total Description
1 1000 DISC Jo-00 = 00 00
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associated with the project ledger
account the budget amounts are being
entered for, the program identifies the
general ledger account number.

Field Description City of Santa Fe

Line This box displays the sequential Informational only.
number. The program assigns this
number; it is display only.

Fiscal Year This box contains the fiscal year for the | The project year defaults from
line item. If this package is to be the year displayed in the box
exported to the general ledger budget | under the title, “Project string
projection, the fiscal year must detail.”
correspond to the fiscal budget year. If this package is to be exported

to the general ledger budget
projection, the fiscal year must
correspond to the fiscal budget
year.

Org/Object/Project | If there is a general ledger account The Org and Object will default

from the Budget GL accounts
entered in the Project Expense
String or Project Funding Source
String in the Project Master.

If no GL accounts were entered
there, the boxes will be empty.

If empty, you must enter the org
and object that will hold the
budget in the GL.

Projected Qty

This box specifies the project quantity
for this line item.

City of Santa Fe will enter the
quantity for this line item.

For the total, this quantity is
multiplied by the unit cost.

line item for which you are projecting a
budget.

Unit Cost This box provides the unit cost for this | City of Santa Fe will enter the
line item. unit cost for this line item.
Total This box displays the product of the Informational only. Munis
projected quantity multiplied by the unit | calculates the value.
price. The program completes this
value; this is a display only.
Description This box contains a description of the City of Santa Fe will enter a
line item for which you are projecting a | description of the line item you a
budget. budgeting, if applicable.
Justification This box contains a justification of the | City of Santa Fe will enter a

justification of the line item you a
budgeting, if applicable.

8. When you have finished entering all line items, click Accept.

9. Click Accept again to return to the main Project Budget Projection Entry screen.

10. Highlight the next line for which to enter budget amounts and complete the previous steps for that

line item.

11. Repeat the process until all budget requests are entered.
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Option

Description

City of Santa Fe

Update Projection Info

Opens the Project Budget Package
Entry program in Update mode,
allowing you to make changes to
the projection.

If the Projection information at
the top of the screen needs to be
updated, click on this button.
After you make changes, click
Accept to save the update.

Change Budget
Package

Makes the Project Budget Package
list accessible; select the package
to update and click Accept on the
ribbon.

Refer to Description column for
information.

Project String Inquiry

Displays the funding source or
expense inquiry screen for the
project. The information is display-
only.

Refer to Description column for
information.

Export to GL Budget

Exports the project budget package
to the general ledger budget. This
includes the general ledger
accounts in the project budget
package.

Refer to Description column for
information.

Note: a GL Operating projection
must be created.

Export to Amendment

Exports the projection information
to the general ledger as budget
amendment journal entries.

City of Santa Fe will click this
button to auto create GL budget
amendment journal entries for
posted strings, if applicable.

If the project strings have
associated Org/Object (GL)
segments and the check box
entitled, “Check if exporting to
General Ledger” in the Projection
information is checked, then by
clicking this button, you can
create GL budget amendment
journal entries for posted strings.

Text

Provides a text screen where you
can view additional details to
include with this record.

When you click Text, a General
Notes opens. Enter additional
details for this project budget
package or view existing notes
already entered in this section.
Click the small red, circled x B in
the Munis Toolbar to close the
notes. A popup will appear
asking you to save any changes.
Click Yes to return to the main
screen.

Percent Update

Updates all of the strings in the
projection by a percentage.

Refer to Description column for
information.

View Changes

Displays a list of the changes for
this budget package.

Refer to Description column for
information.
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Results
After completing the Project Budget Package Entry process, you have created a prospective budget for
the next fiscal year.

Status Change

If you approved or denied account budgets, their status is updated to reflect your choice.

GL Impact
The general ledger is not directly affected by this action until the budget is adopted in the next fiscal
year or the Post to Master for Reports program is run.

What’s Next?
Once the project budget package has been completed and approved, the package may be exported to
the general ledger budget.
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Project Budget Package Export
Objective

This document provides instructions on how to export a project budget package detail to a general
ledger budget projection.

Overview

The Project Budget Package Entry program allows for project detail to be exported to a general ledger
(GL) budget projection. Each project account string allows for a GL budget account to be defined and
will be used when the project budget package is generated. This GL budget account will then be used
in order to determine which GL account to update when exporting the budget package to the GL budget
projection.

Once the Project Budget Package is completed, the Project Budget Package can be exported to the
General Ledger Budget Projection so that it may be included in the overall budget process.

Prerequisites

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

Confirm the following:

¢ You have budget permissions for level 5 in the Munis Roles program.

e You have Project Accounting permissions.

o Projects for general ledger budget project exist.

e Project Ledger expense strings and funding source strings have been established.
e A project budget package projection has been generated.

o The Project Budget Package Entry program has been completed.

o Project ledger strings are connected appropriately to a general ledger account.

Munis® Project Ledger, Version 11.3 Page 65



5 tyler

Procedure
Use the following step to export the project budget package to a general ledger budget projection:
1. Open the Project Budget Package Entry program.

Financials > General Ledger Menu > Project Accounting > Project Ledger > Project Budget
Processes > Project Budget Package Entry

o Project Budget Package Entry - Munis a U 2 %
.':-' ® HOME
Q Browse ? Delete ) Tesdt file Nord M Notes Audit Change Budget Package Export to Amendmant
I8 roF Email - Map! Project String | Text
Accept Cancel Search i Update o el L ttach rejget sang Inquiry
& au Duplicate & Preview Schedule © nertss Export to GL Budget B wvore.. -
Confirm Seard] Actions Output Office Tools Menu
Projection information
Project Budget Package PACKAGE 1- PACKAGE ONE ﬂ D Check if exporting fo General Ledger Renew Status ﬂ
Detail Amounts 2015-2019 [] Locked Budget Package Renew Amount 0.00
Project strings
[ Text [T [ Project string [org [ Object [ Project | Total Budget Amount | 2016 Detail Amount [ 2017 Detail Amoun
N E PG ONE - - 1000 DISC 1,000.00 .00
N F WG -STT - - 5005 4230 10,000.60 00 2
TOTALS -9,000.00 00
v
£ >
Project string detail N
2015(a[V]|[BWEe  -ONE - - PHASE ONE EXPENSES
Line [org [ Object [ Project [ Projected aty [ Job Class | Position [ nit Cost [ Total | Description B
)
v
< >

Select the budget package to export.
Verify that the Check if Exporting to General Ledger Budget check box is selected.

Verify that the project account string has a general ledger account defined on the project budget
package. This account is used to determine which general ledger account to update in the general
ledger budget projection. If a general ledger account is not defined, the project account string
information will not be exported.

5. Click Export to GL Budget.
The program displays the Project Budget Package Entry confirmation message.
Project Budget Package Entry

Note: exporting to the General Ledger Budget Package
Q will use the General Ledger Budget Fiscal Year when

determining which detail records to export.

OK

Munis® Project Ledger, Version 11.3 Page 66



5 tyler

6. Click OK.
The program displays the Export to General Ledger Budget screen.
"._. HOME Project Budget Package Entry - Munis > Export to General Ledger Budget Projection - Munis & x
Ewna Search Actions Output Office Tools Menu
bt o o
Click Define.
In the General Ledger Budget Projection box, enter the general ledger budget projection to which
you are exporting the detail.
9. From the Detail to Export list, select the current year amounts or all years’ amounts.
10. Click Accept.
11. Click Select.
12. Click Export.
If the program encounters errors, it displays a message indicating the errors.
13. To create an error report, click Yes on the error message.
The program displays the Output screen.
14. Complete the output details and click OK.
15. Once the errors are resolved, complete the export process again.
Results

Once the project budget package has been exported, a project detail line will be created within the
general ledger budget projection. The amount is always placed within the first budget level.

If more than one export is performed on the same account, project accounting detail being exported will
be overwritten. All nonproject accounting detail will remain intact.

If there is a project account string within the project budget package that does not contain any project
detail, but does contain a general ledger account, this account will be exported.

What’s Next

Once the project budget package has been exported to the general ledger budget projection, the
general ledger budget projection proceeds with the budget process. The project budget package needs
to be posted to the project ledger using the Project Budget Package Posting program.
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Project Budget Package Posting
Objective

This document describes how to complete the Project Budget Package Posting process.

Overview

The Project Budget Package Posting program allows you to post budget amounts for a project budget.
These amounts are first entered at detail levels during the Project Budget Package Entry process.
When all departments have entered budget information, the projected amounts can be approved or
denied. When the projection has cleared all necessary approvals, it can be posted as the original
budget for the next fiscal year.

Prerequisites

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

Confirm the following:

¢ You have budget permissions for level 5 in the Munis Roles program.

¢ You have Project Accounting permissions.

e Projects for general ledger budget project exist.

e Project Ledger expense strings and funding source strings have been established.
o A project budget package projection has been generated.

o The Project Budget Package Entry program has been completed.
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Procedure
Use the following steps to post a project budget package:

1.

Open the Project Budget Package Posting program.
Financials > General Ledger > Project Accounting > Project Ledger > Project Budget Processes >
Project Budget Package Posting

Project Budget Package Posting - Munis a | ? x

W Home
Q |3 Define Export to GL Budget
Search
© nerts-
Confirm Search Actions Output Office Tools

Post ] Project Range .. 10

Detail year 0 Package Status ﬂ

Expense budget

Funding budget

Budget posting date [

Journal description
Post to pending project strings
Project Budget Packages

Package Description Package Status Approval Status Expense Amount Funding Amount

~
(v
Project Budget Package Detail
Project/Project Strings Description Status Project Available... | Expense Amount Funding Amount
~
W

The program opens the Define section for entry.

Complete the fields select the project projection and establish the posting information.
The fields on the screen vary according to the value of the Post list.

Field | Description | City of Santa Fe
Define
Post This list determines the method to use for | City of Santa Fe will determine

the budget post:
o Total Package Amounts—

which posting method is
appropriate for the Project based

Establishes a budget for the entire
project budget package. The total

budget is calculated by adding all

of the detail lines.

Package Detail Year Only—
Establishes a budget by project
detail year. This option is only
usable for projects that are
managed on a yearly basis. The
total budget is calculated by
adding all of the detail lines for the
defined year.

on internal approval process from
Council.

See Description.
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Field

Description

City of Santa Fe

e Project Amounts Only—Applies
an expense and funding amount
to the entire project code, instead
of the individual strings within the
project. This method is only
applicable to projects that are set
to calculate the available budget
at the project code level.

Detail Year

This box specifies the year for which to
post the project budget package.

This box is only available for the
Package Detail year posting method.

Refer to Description Column for
information.

Expense
Budget

This box indicates the total amount of the
expense budget for the project.

This box is available if you have
selected Project Amounts Only from
the Post list.

Refer to Description Column for
information.

Funding
Budget

This box identifies the total amount of the
funding budget for the project.

This box is available if you have
selected Project Amounts Only from
the Post list.

Refer to Description Column for
information.

Budget Posting
Date

This box stores the effective date of the
budget posting. This field is available
for all posting methods.

City of Santa Fe will select an
effective date for posting the project
budget.

Journal
Description

This box provides a brief description of
the journal entry that supports the budget
package posting. You can enter up to ten
characters in this box. This field is
available for all posting methods.

City of Santa Fe will enter a brief
description of the journal that
supports the budget posting.

Post to
Pending
Project Strings

Selecting this check box causes the
program to post budgets for project
strings that have a status of Pending.
Clear the check box to prohibit posting
budgets for project strings that are not yet
approved.

The check box is not available if you
select the Project Amounts Only
posting method.

City of Santa Fe allow NOT allow
posting of “Pending” project strings.

Project Range

These boxes determine the range of
project codes from which to select budget
packages for posting.

The budget department will decide
how budgets will be posted.

Package
Status

This list allows you to select budget
packages with a specific status.

This field is not required.

4. Click Accept.

The program closes the fields and saves your entries.

5. Click Select on the ribbon.

The program opens the Project Budget Packages table for entry.
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8.

10.

5 tyler

Select the check box for each package to post.

Click Accept.
The program closes the table and saves your entries.

Click Post.

The program processes the selected packages and proofs the project strings within the packages.
The program displays a warning message if an account string is inactive, has a budget amount of 0,
or if the string has been posted in a previous year. The program displays an error message if the
budget package has already been run for the current year.

The program displays the Output screen.

Define the output details and click OK.
The program displays a post confirmation message.

Click Yes to complete the process.
The program posts the project budget and creates a project budget journal entry of type PAB.

Results
You can view the posting results in the Project Inquiry, Expense Inquiry, Funding Source Inquiry, or
Project Journal Inquiry programs.

What’s Next?

Complete the Project Overhead Allocation, Project Revenue Allocation, and Project Year-End Close
programs, as required.
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Project Overhead Allocation Processing
Objective

This document provides instructions for completing the Project Overhead Allocation program.

Overview

Overhead percentages can be established for a project if the project is subject to overhead. There are
two types of overhead: Administrative and Actual. The administrative rate is applied to the entire
project, whereas the actual rate is only applied to an individual expense account string or several
expense account strings.

When the overhead process is run, project ledger transactions that have not already been processed
for overhead are selected, and the percentage defined for the project, the expense, or both account
strings is applied. The process can be completed for administrative overhead, actual overhead, or both
for an entire project or for a specific project account string.

Prerequisites

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

Confirm the following:

e You must have Project Accounting menu access.

e You must have the appropriate Project Ledger permissions.

e Project codes must be established with an overhead percentage.

e Project journal numbers must be established.

e Transactions must exist for the project for which you are completing the overhead allocation.

City of Santa Fe Specifics

¢ City of Santa Fe will not use Overhead Allocation
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Procedure
To calculate overhead allocation:

1.

Open the Project Overhead Allocation program.
Financials > General Ledger > Project Accounting > Project Ledger > Project Processes > Project

5 tyler

Overhead Allocation

W HomE

Confirm
Calculate overhead
Administrative
Actual
Source code
Project information
Project
Project string
Transaciion date range ] to
Joumal effective date =

Joumal number

Joumal source

Results

Selected Errors
Posted

) Tesdt file |3 Define
= PDF Select
Print

& Preview © dertss Output/Post

Output Office Tools

[

Project journal information

a | ? X

Click Define.

Complete the fields to define the allocation. Refer to the following table for details.

Field

Description

| City of Santa Fe

Calculate Overhead

Administrative

If selected, this check box directs the
program to include the project's
administrative overhead amount.

If you select the Administrative and
Actual check boxes, the program
displays the following confirmation
message: “Overhead journals that will
be created will include both
administrative and actual overhead
amounts.” Click OK to continue.

City of Santa Fe will not use
Overhead Allocation.

Actual

This check box, if selected, directs the
program to include the actual overhead
from the selected project strings. If you
select the Administrative and Actual
check boxes, the program displays the
following confirmation message:
“Overhead journals that will be created
will include both administrative and
actual overhead amounts.” Click OK to
continue.

N/A

Source Code

This box identifies the specific journal
for which to complete the process.
Leave this box blank to select all source
codes or click the field help button to
select a specific code from the available
source codes.

N/A
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Field | Description | City of Santa Fe
Project Information
Project This box specifies the project code for N/A

which to complete the process. Click
the field help button to select a code
from a list of available projects.

Project String This box provides the project string for | N/A
which to complete the process. Click
the field help button to select a project
string from a list of available project
account strings.

This box is only accessible if the Project

box is blank.
Transaction Date These boxes define the range of dates | N/A
Range of project account transaction activity to

which overhead is applied.
Journal Effective This box specifies the date that the N/A
Date project overhead journal affects the

project ledger.

Project Journal Information

Reference 4 This box defines a 12-character N/A
description for the overhead journal
entry.

Journal Number This box provides the project ledger N/A

journal number that is generated once
the overhead allocation process is
complete. The program updates this
value; this is a display-only field.

Journal Source This box provides the project ledger N/A
source code that is generated once the
overhead allocation process is
complete. The program updates this
value; this is a display-only field.

Posting By This option determines if the report N/A
posts in summary or detail format.

Click Accept.

Click Select.
The screen updates the Journal Number and Journal Source (PAO — Project Accounting Overhead)
fields with the number of records selected for this process.

To view the selected records, click Display.

Click Output/Post to process the overhead allocation.
The program displays the Output screen.

8. Define the output details, and then click OK.
The program displays a post confirmation.

9. Click Yes.
Once the allocation has posted, the screen updates the number of records posted.
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Results
A project overhead journal is created and posted to the project ledger. The overhead amount being

applied will be charged back to the project expense string on the original project ledger transaction.

What’s Next?

Use the Expense Inquiry program to view PAO detail.
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Project Revenue Allocation Processing
Objective

This document provides instructions on how to complete the Project Revenue Allocation program.

Overview

The Project Revenue Allocation program allocates project revenues against project expenses and, if
the funding source is marked as external, generates a billing document. (The program creates general
ledger journal or general billing invoice in the appropriate proof table for review prior to posting). If a
funding source is identified as internal, the funding sources are charged through a general journal entry
to recognize the funds transfer when the revenue allocation process is completed.

For workflow, the PAA process code for natifications is associated with revenue allocation. If a business
rule is created for PAA-Project Revenue Allocation, the designated users/roles are notified when a
Revenue Allocation activity is posted.

Prerequisites

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

Confirm the following:

e You have Project Ledger menu access.

e You have the appropriate Project Ledger permissions.

e Project Ledger expense types have been created.

e Project Ledger funding source and expense strings exist.

e Customers exist in the Accounts Receivable (AR) program.
¢ AR charge codes exist for the applicable fiscal year.
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Procedure
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Use the following steps to complete the revenue allocation process:

1. Open the Project Revenue Allocation program.
Financials > General Ledger > Project Accounting > Project Ledger > Project Processes > Project

Revenue Allocation

ka HOME

Starting project
Ending project 2227777777

Start date (]
End date E

Revenue Allocation Reporting
QOutput invoice detail

‘Grant Reporting
Include encumbrances

Include requisiions

Efiective date 07/22/2014 (=]

PA Joumnal
GL Joumnal

| 0| B

GB Invoice

nclude unpaid AP invoices

0 dlerts-
Confirm Search Actions o Tools
Revenue Allocation

Pasting Information

& ? X

Click Define.

Complete the fields, as required, to define the projects for which the complete the process. Refer to
the following table for field description details.

Field

| Description

| City of Santa Fe

Project Information

Starting/Ending | These boxes define the range of project | City of Santa Fe will use the field
Project codes to include in the process. Click the ™
! . help button [***] to select the
field help button in each box to select a starting/ending broiect
starting and ending code. 9 g project.
To complete the process for one code,
enter that code in each box.
Project Type This box specifies the project type code. | This is not a required field.

City of Santa Fe may use the field

help button 1=/ to select the project
type.

Start/End Date

These boxes define the range of dates
for which expenses have been posted for
the project. Any expense postings prior
to the start date or after the end date will
not be included in the process.

City of Santa Fe will use the field

help button |**/ to select the
start/end date.

Include Unpaid
AP Invoices

When selected, this check box causes
the program to include unpaid accounts
payable invoices in the allocation total.

City of Santa Fe will not check this
box.

Revenue Allocation Reporting

Output Invoice
Detail

Selecting this check box directs the
program to include invoice vendors and
paid statuses on the report.

City of Santa Fe will check this box
to include on this report the vendors
and paid statuses from the invoices.
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grant reporting.

Field | Description | City of Santa Fe
Grant Reportin
Include This check box, when selected, instructs City of Santa Fe will check this box
Encumbrances | the program to include encumbrance if they want to include

amounts in grant reporting. encumbrances in their grant

report.

Include This check box, when selected, directs the | City of Santa Fe will check this box
Requisitions program to include requisition amounts in | if they want to include requisitions

in their grant report.

Posting Information

Effective Date

This box specifies the effective date of
the revenue allocation. This is the
effective date on the general journal
entry (if billing type on the funding source
string is internal) or the general billing
invoices (if billing type on the funding
source string is external).

City of Santa Fe will enter the
effective date of the revenue
allocation.

Fiscal These boxes denote the fiscal year and City of Santa Fe will accept Fiscal
Year/Period period to use. year/period that coincides with the
effective date above.
GrOl:Ip GB This list indicates how the program City of Santa Fe can deg:ifje if they
Invoices by should group general billing invoices. want to group general billing
When grouping, all general billing lines INvoIces.
with the same group criteria are on the o
same invoice. Refer to Description.
e Do Not Group—Generates
separate general billing invoices.
e Customer and AR Code—Groups
invoices by customer and
accounts receivable code.
Customer, Grant, and AR Code—Groups
invoices by customer, grant, and
accounts receivable code.
Click Accept.
Click Select.

The program identifies the expense activity matching the criteria entered.

Click Review to review the Revenue Allocation Report. Click Print to print the report to your local

printer. Prior to running the Revenue Allocation, you must review this report to verify that the
appropriate transactions have been selected for the revenue allocation process.

The program displays a Post confirmation message.

Click Yes to complete the process.

Repeat the process for all appropriate projects.

Once you have verified the Revenue Allocation Report, click Allocate.
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What’s Next?
After the revenue allocation process has been completed, there may be general journal entry or general
billing invoices, or both, that need to be posted to the general ledger:

¢ |f the project that the revenue allocation process was completed for included funding source
strings that were coded as an internal billing type and an external billing type, then there will be
a general journal entry created for the internal billing type funding source string and there will be
a general billing Invoice created for the external billing type funding source string.

¢ If the project that the revenue allocation process was run for included funding source strings that
were coded as an internal billing type only, then there will be a general journal entry created.

¢ If the project that the revenue allocation process was run for included funding source strings that
were coded as an external billing type only, then there will be a general billing invoice created.

If the revenue allocation process created a general journal entry, then you must go to the General
Journal Entry/Proof program to release the journal entry for approval. Once the journal has been
approved, it can be posted to the general ledger.

If the revenue allocation process created a general billing invoice, then you must go to the General
Billing Invoice Entry program to post the invoice batch.
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Project Ledger Inquiry and Reporting
Objective

This document describes the Project Ledger inquiry programs and provides instruction on creating
Project Ledger reports.

Prerequisites

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

Confirm the following:
¢ You have menu access to the Projects/Inquiry programs.
e You have permission to maintain report templates.
e Projects exist in Munis Project Accounting.
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All project balances and transactions can be viewed within the Project Inquiry program. Project Inquiry
lists all expense and funding source account strings associated with the project, as well as their current

balance. The main screen shows all project balances for prior, current, and future years. Use the
vertical arrow buttons to scroll through the balances for every year of project activity.

Reporting options are available within Project Inquiry to show a Month to Date (MTD), Life to Date

(LTD), or Year to Date (YTD) view. Since every project can have a different fiscal range, these

balances are calculated based on the project’s fiscal range and not the general ledger fiscal year.
- Praj iry - Munis & ?7 %

os, ject Inqu
W Home
Q = Browse ) Teud file 3] | 5 Audit Expense GL Budget
- \
Search — Print PDF Bxcel Eﬂ Email Attach Funding Source  Grant
&= 4 Preview [ schedule © nlentss 6L Account B More.. -
Confirm Search Actions Qutput Office Tools Menu

Project

Project Project ledger use only Department &
Project Type Status [~
Title Percent Complete

Short file Esfimate to Complete

Major project Create fixed asset =

State ID # Project fiscal range [~] o [v]

Federal CFDA Projected date range [ to i

Drawdown freq Aclual date range [ to [1m1]

Description Extension date i Number of days

Obiigation date [ | Orginal
Justification Last date to encumber [ Revised
(= Work Orders (= Contracts (= Contract Details || = Fixed Assets (= General Notes || (& Comments (= Internal Contacts || = Milestones = Locations (= Task Groups
‘Cash Balances Expense | Funding Source | User Defined GL Funding Revenue Allocation Setup Info
Qriginal Budget Transfer In Transfer Out Revised Budget

Expense:

Funding Source:

Expense Sfrings Budgeted Actuals Paid Actuals Unpaid Balance

Funding Source Strings i Received Revenues Billed Balance

W
< >

K < 0of 0 >

To view a project:

1. Click Find.

2. Complete one or more of the fields to find a project record.
3. Click Accept.
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Expense and Funding Source Inquiry

The Expense and Funding Source Inquiry programs can be accessed directly from Project Inquiry or
from the menu. These programs display balances as well as transaction detail. You may view balances

in a month-to-date, year-to-date, or life-to-date view.

To view expense string details from the Project Inquiry program:

1. Click Expense.
The program displays the Expense Inquiry screen.

o @ 7 X
T HoME
Q ? Browse B B i|, ? Retumn View Changes
Search = bt DHPOF ool [Emsl S Detal Employee Detail | ¢ rurm
| Preview [B schedule @ vertss  Amount View EMore.. -
Confirm Search Actions Output Office Taols Menu
Project string
a | Project 0044556 ... RESOD FOOTBALL FIELD Description Clearing old grass Retained to date 0.00
& | Phase CLEAR ... Clear dead grass and dry soil.
— | Task Justification Liquidated 0.00
Sub Task = = Permanently withheld 0.00
(& General Notes | | [ Comments Unrelieved 0.00
Name CUEARR) Project Available Budget
Short Name ELEARNG) Include in budget check
Stalus Closed Actual overhead rate %
Projected date range 03/01/2013 [7] to 03/01/2014 [7] Expense Type RPR | REPARS
Actual date range 03/01/2013 7] to 03/012014 [
oL pecouris
q Project Year 2015 Project Year 2014 Project Year 2013 Project Year 2012 »
Original Budget 00 .00 .00 .00
Transfers - In 00| = 00| = 00| = 00| =
Transfers - Out 00 | = 00| = 00| = 00| =
Revised Budget 00 00 00 00
Actual (Memo) =3 0= o= o=
Encumbrances 00 | = 00| = 00| = 00| =
SOY Encumbrances 00 00 00 00
Requisitions 00| = 00| = 00| = 00| =
Inception to SOY 00 .00 .00 .00
Available 00 00 00 00
Percent Used 0.00 0.00 0.00 0.00
|< < 1ofb > >| You are currently at the beginning of the record set.

Expense Inquiry allows you to roll up balances to any project segment level. To the left of Project
Segment boxes 1 — 3 (as labeled by your organization), the up-arrow button rolls up all balances to
the indicated level. For example, to view all balances by project phase, clicking the up arrow for the
Phase (Segment 2) box, rolls up all balances to project phase level.

2. Click Return to return to the Project Inquiry program.

To view funding source string details from the Project Inquiry program:

1. Click Funding Source.
The program displays the Funding Source Inquiry screen.

Munis® Project Ledger, Version 11.3 Page 82



5 tyler

’, Project Funding Source Inquiry - Munis a { ? X
M home '
Q = Browse E i3 ”. Detail Reimb % Totals
searn & = PDF = Demal = Amount View  View Monthly Amount
&= ] Preview Eﬂ Schedule o Alerts~ View Changes Open Contracts
Confirm Seard Actions Output Office Tools Menu
Project string detail
A | Project Description
a | Source
4 | Detail Justification
Type
[= General Notes [= Comments
Name Projected date range [ to B
Short Name Actual date range [ to B
Status > Grant In-Kind
Budget Calc Method ¥]
Revenue Allocation | GL Accounts
4 Project Year 2009 Project Year 2008 Project Year 2007 Project Year 2006 [ 3
Original Budget
Transfers - In = = = =3
Transfers - Out = = = =
Revised Budget
Actual (Memo) = = =3 =
Inception to SOY
Available
Percent Used

Funding Source Inquiry allows you to roll up balances to any project segment level. To the left of
Project Segment boxes 1 — 3 (as labeled by your organization), the up-arrow button rolls all
balances to the indicated level. For example, to view all balances by source, clicking the up arrow
for the Source (Segment 2) box rolls all balances to project phase level.

2. Click Return to return to the Project Inquiry program.
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General Ledger Account Inquiry

The Account Inquiry program includes the Project Strings option.

s, Acc @ ? X
W Home
Q =] Browse ) Tesdt file [0 Word |\ Notes Detail
Search (ZK Advanced~ Print PDF Ercel Eﬂ Email At“tach Months User Defined Fields
=) 4 Preview [ schedule O dents-  Totals
Confirm Search Actions Output Office Tools Menu
Account
Fund Acct
0org Acct name [= Account Notes
Object Type [v] status =
Project = Rollup | &
MultiYr Fund
Current Year History
Yr/Per 2009/12 Fiscal Year 2009 Fiscal Year 2008 Fiscal Year 2007 Fiscal Year 2010
Original Budget = = = =
Transfers In = = = =
Transfers Out = = = =
Revised Budget
Actual (Memo) = = = =
Encumbrances = = = =
Requisitions = =
Available
Percent used

If the account you select in Account Inquiry has project ledger expense or funding source strings
associated with it, the Project Strings option allows you to view detail for the project strings. When you
click Project Strings, the program allows you to select a date range, transaction type, source, and
reference in order to narrow your search results.
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Using Report Templates
Project reports can be generated using reporting templates or by selecting the pre-defined reports on
the Project Reports menu. Currently two pre-loaded templates (corresponding to reports found on the
menu, project budget report and project detail) can be copied and modified. You may also create new
templates to generate customized reports.

To use templates:

1.

Open the Report Templates program.
Financials > General Ledger > Project Accounting >Project Ledger > Project Reports > Report

®
()
eoee
o _0
...&
L)

tyler

Segment Description O Short O Long

Print report nit

n eport Templates - s 0 7 X

as's, eport lemplates
W HoME

Q = Browse 7 X Delete B Text file i3 Celumn Definitions

I e i I story
Search Add  Update il Lo EReai Change History
=/ Duplicate 4 Preview 8 schedule O nlerts~
Confirm Actions Output Office Tools
Template
Code ... Description
Master

Default report title
Report Oplions
Formal [~]

Click Add.
Complete the fields, as required, to define the template. Refer to the following table for details.
Field | Description | City of Santa Fe
Template
Code This box specifies the template City of Santa Fe will enter a code
code. If you are completing the Find | and name if creating a new
process, click the field help button to | template.
select from a list of valid template
codes. City of Santa Fe will use the field
help button ==/ to select a template
they wish to copy or modify.
Description This box provides a description of City of Santa Fe will enter a
the template. description of the template.
Master This check box, if selected, indicates | City of Santa Fe will not check this

that the selected template is a
master copy. This check box is
accessible during the Find process.

box; they are not using Master
Projects.

Default Report Title

These boxes contain the default
report title for the template. Each
box prints on a separate line.

City of Santa Fe will enter a default
report title.

Report Options

Format

This list determines the number of
columns that the report should

City of Santa Fe will select the
number of columns for their report.
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Field Description City of Santa Fe
contain. You can select up to eight Maximum columns are eight.
columns of data.
Segment This option allows you to select City of Santa Fe will select the short
Description whether the reports using this or long description.
template should display the short or
long description of the segments. These descriptions are defined in
Segment descriptions are defined in | the Project Segment Codes.
the Project Segment Codes
program.
Print Report This check box, if selected, causes City of Santa Fe will check this field.
Definitions reports created from the template to
include report definitions.
Show Funding This check box, if selected, causes | City of Santa Fe will select this field

Source Strings as
Credits

funding source string transactions to
display as credits. Clearing the
check box causes funding source
string transactions to display as
debits.

if they wish to display the funding
sources as credits.

Double Space the
Report

This check box, if selected, directs
the program to double space the
report.

City of Santa Fe will select this box,
if applicable

Exclude Project
Strings with Zero
Balances

This check box, if selected, excludes
from the report all project strings
that have a zero balance.

City of Santa Fe will select this box,
if applicable

Include Cents in
Dollar Amounts

This check box, if selected, directs
the program to include cents as part
of dollar amounts.

City of Santa Fe will select this box,
if applicable

Amounts Exceed

This check box, if selected, indicates

City of Santa Fe will select this box,

999 Million that the amounts that appear on the | if applicable
report may exceed 999 million, if so,
require additional space on the
report.
Only Include This box allows you to restrict the City of Santa Fe will leave at 0% or

Project Strings that
Exceed [] % of
Available Budget

inclusion of project strings to only
those accounts that currently
exceed the defined percentage of
their available budget. For example,
if you enter 50 in the box, the
resulting reports only display
accounts that have expended more
than half of their available budget.

adjust accordingly based on the
reporting they require.

4. Click Accept.
The program displays the Template Column Definitions screen.
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s, eport Template: > Template Column Definition: ) ? X
W™ HomE
75 i Preview
List Cod
Update ERO%E Retum
Confirm Search Actions Output Office Tools Menu
Report Column 1
Code Criginal Budget ...|Headings: 1strow LTD Criginal
Life to Date 2nd row Budget
Report Column 2
Code  Amendments ...|Headings: 1strow LTD Net Budget
Life to Date 2nd row Amendments

Repart Column 3

Code Revised Budget ... Headings: 1strow LTD Revised
Life to Date 2nd row Budget
Code Requisitions ...| Headings: 1st row
Life to Date 2nd row Requisitions

Report Column 5
Code Encumbrances ...| Headings: 1st row
Life to Date 2nd row Encumbrances

Repart Calumn &

Code Actuals ... Headings: 1st row
Life to Date 2nd row Actuals
Report Column 7
Code Available ...|Headings: 1strow LTDAvailable
Life to Date 2nd row Budget
Report Column 8
Code PCTUsd{enc/act) ...| Headings: 1st row Percent
Life to Date 2nd row Used

The Template Column Definitions screen sets the codes and labels for each column of your report.
The screen only displays as many columns as you have made available on the main template. If
you set the template format to five columns, only five columns are available on the Template
Column Definitions screen.

5. Click the field help button in each box to define the column.

s, Report Templates - Munis > Template Column Definitions > Munis Help [} ? x
Wt HoME
@ Q ) Test file (8 word Show/Hide Cols
= PDF Customize Screen Form
Accept Cancel Search Print Excel Retumn
] Preview
Confirm Search Actions Output Office Tools Menu
Code Column Header Description
001 Original Budget Original Budget
002 Amendments Net Budget Adjustments
003 Transfers In Budget Transfers In
004 Transfers Qut Budget Transfers Out
005 Revised Budget Revised Budget
006 Encumbrances Encumbrances
o7 Requisitions Requisitions
008 Actuals Actuals (paidfreceived & invoiced/billed)
009 Actuals(paid) Actuals (paid/received only)
010 Actuals(inved) Actuals (invoiced/billed only)
011 Available Available (RevBud-(Reg+Encum+Act+UnpdAct))
012 Avail (wio req) Available (RevBud-(Encum+Act+UnpdAct))
013 Avail(act only) Available (RevBud-(Act+UnpdAct))
014 PCT Used PCT Used of Revised Budget
015 PCTUsd{enc/act) PCT Used of Revised Budget (encumb&aciual)
016 PCTUsd{actonly) PCT Used of Revised Budget (actual only)
998 Line Only Line Only
999 Blank Column Blank Column
Search  Filter
Q ivd ﬂ ﬂ 4 » 1 of 18

Double-click the column header to be included on the report template.
Repeat steps 3 and 4 until all of the columns have been defined.

Click Preview to review the report template.

© o N o

Click Return on the ribbon once the template is complete.
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Note: Modifications made to the reporting templates is audited. Audits can be viewed using the Change
History option. You cannot create or modify templates unless you have been assigned the Maintain
Reporting Templates permission in the Project Accounting Roles program.

To print a report using the Report Template program:

1. Open the Print Template Reports program.
Financials > General Ledger > Project Accounting > Project Ledger > Project Reports > Print

Template Reports

Print Template Reports - Munis
W Home
I} Teud file [ Word
Print POF Excel
4 Preview O seris
Confirm Search Actions Qutput Office Tools
Template selecfion
Execute this report [v]
Report iemplate aster
Report title
Project string selection
Expense Funding Source

Project ... Project
Phase ... Source
Task ...| Detail
Sub-Task ... Type

Report options

a ? X

Define

Template Options

Menu

Month/Year range ~] to [v]
Group by Major Project
Group by Budget Level
Page
Project Segment Total Break
Sort Sequence 1 ~]
Sort Sequence 2 >
Sort Sequence 3 ™~
Sort Sequence 4 >
Include Name [¥]  Include Journal Detail
Include Project String Detail Actual Detail
Include Employee Detail Encumbrance Detail
Budget Detail
Vendor detail
Joumal Source Code
Click Define.

Complete the fields, as required, to define the report details.

Field

| Description

| City of Santa Fe

Template Selection

Execute This
Report

This list allows you to use Munis

Scheduler to process the report:

e Now—Processes the report
immediately; click Preview, PDF,
Print, or Text File to view, print, or
save the report.

¢ In Background (now) —Processes
the report a single time using the
event log and email notification
features of Munis Scheduler.

program uses Munis Scheduler.

e At a Scheduled Time—Establishes a
specific time when the report runs, the

City of Santa Fe will use the
dropdown and select Now.

Refer to description for other
options.
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Field Description City of Santa Fe

Report Template | This box determines the template to use | City of Santa Fe will use the field
for the report. help button ==/ to select the report

template.

Master This check box, if selected, indicates City of Santa Fe will not check this
that the selected template is a master box.
copy. This check box is accessible
during the Find process.

Report Title These boxes contain the default report City of Santa Fe will leave the

title for the template. Each box prints on
a separate line.

default report title.
This title can be modified.

Project String Se

lection

Expense

These boxes determine the expense
string segments to include in the report.
The field labels vary according to how
your organization has defined the
segment labels in Project Settings.

City of Santa Fe will use the field

help button |=**/ to select the
expense strings.

Funding Source

These fields determine the funding
source string segments included in the
report. The field labels vary according to
how your organization has defined the
segment labels in Project Settings.

City of Santa Fe will use the field

help button [=**/ to select the
funding sources.

Report Options
Month/Year These fields define the range of years City of Santa Fe will use the
Range and months from which the program dropdown to select the month/year

should draw data to create the report.

range.

Group by Major
Project

When selected, this check box causes
the report to display projects in groups
based on the major project to which they
belong.

City of Santa Fe will use the
dropdown to select the group by
values (Major Project, Budget
Level, None).

Group by Budget
Level

When selected, this check box directs
the program to group project strings by
budget level, and to display the total
amounts of expense strings at that
budget level. No individual string names
or details appear on the report when the
check box is selected. If the check box is
selected, you must also select the
Include Project String Detail check box
in the Detail Options group.

For example, when creating the report
for Budget Level 2 - Phase and three
expense strings (12345-111-222, 12345-
111-333, 12345-111-444) when the
Group by Budget Level check box is
selected, only 12345-111 appears on
the report with the total value of all three
strings.

City of Santa Fe will use the
dropdown to select grouping
options.

Refer to description column for
more information how Munis
groups by Maijor Project and
Budget Level.
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Field

Description

City of Santa Fe

Sort Sequence

These lists provide up to four sort
sequences. Each sequence is sorted by
a project segment.

City of Santa Fe will use the
dropdown to select the Project
Segment(s).

Total This check box, if selected, directs the City of Santa Fe will check each
program to print the total for each project | total box for the report to total each
segment. project segment.

Page Break This check box is, if selected, causes City of Santa Fe will check this box

the program to insert a page break
between each project segment.

to page break between each of the
project segments.

Detail Options

Include Name

This list determines how the account
name is displayed on the report. You
can select the long account name, short
account name, or no account name.

City of Santa Fe will use dropdown
to select how name is displayed on
report.

Include Project
String Detail

This check box directs the report to
include project string detail. If this check
box is cleared, the report excludes
project string detail and the remaining
check boxes on the screen are
inaccessible.

City of Santa Fe will check this
box, if applicable.

Include
Employee Detail

This check box, if selected, causes the
program to include employee hour
information in the report.

City of Santa Fe will check this
box, if applicable.

Include Journal
Detail

This check box, if selected, causes the
program to include journal detail
information for reported transactions.

City of Santa Fe will check this
box, if applicable.

Actual Detail Selecting this check box causes the City of Santa Fe will check this
program to include actual detail on the box, if applicable.
report. This check box is only available if
you have selected the Include Journal NOTE: The Include Journal Detail
Detail option. must be checked for this check
box to be available.
Encumbrance Selecting this check box causes the City of Santa Fe will check this
Detail program to include encumbrance detail box, if applicable.
on the report. This check box is only
available if you have selected the
Include Journal Detail option.
Budget Detail Selecting this check box causes the City of Santa Fe will check this

program to include budget detail on the
report. This check box is only available if
you have selected the Include Journal
Detail option.

box, if applicable.

Vendor Detail

Selecting this check box causes the
program to include vendor detail on the
report. This check box is only available if
you have selected the Include Journal
Detail option.

City of Santa Fe will check this
box, if applicable.

Journal Source
Code

This box identifies the journal source
code for the journal detail. This box is
only accessible if you selected to include

City of Santa Fe will use the field

help button ==/ to select the
journal source code, if applicable.
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.. technologies

journal detail. The report will only display

transactions with the journal source NOTE: The Include Journal Detail

code entered in this box. must be checked for this check
box to be available

4. Click Accept.

5. Use the output buttons on the ribbon to view, print, create a PDF file, export to Word, export to
Excel, or save the report to a file.

Report Example

'.i{

S Munis

# M

Q8242011 14245 MUHIE |N:I 1
=aliring PROJECT BUDGET REFORT PAreport

FOR 01/03/2000 - 07/31/2011

origimal Kok Budget Eaviged Available Parcent
Badget Azdandnent e Budgat Repalsitions Encunby anded hotuale Bladget T

E 100 -EpI-ETi-EEg
0.00 o.00 0.00 0.00 o.00 o.00 o.00 0.00

E ] .EEI.E E.E*
.00 &.00 0.00 0.00 Q.00 0.00 &.00 0.00

TOTALS

o.00 o.00 0.00 0.00 o.00 .00 o.00 0.00
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Project Budget Report
To create a project budget report:
1. Open the Project Budget Report program.

Financials > General Ledger Menu > Project Accounting > Project Ledger > Project Reports >
Project Budget Report

r Praject Budget Report - Munis a 0 7T x
M Home
owse De ) Tesdt file - @Word Notes Audit Define
Accept Cancel Seorch 4 Update Print . PDF Excel E Attach Notify Maplin Template Options Return
[&) Query Builde uplicate & Preview Schedule © Mertsw  Restore Defaults
Confirm Search Actions Output Office Tools Menu
Template selecfion
Execute this report ]
Report template ..| [H] Master
Report tile
Project string selection
Expense Funding Source
Project ... Project
Phase ... Source
Task ...| Detail
Sub-Task .| Type
Month/Year range ¥] to ¥]
Group by Major Project [1]
Group by Budget Level [
Page
Project Segment Total Break

Sort Sequence 1 ~] m m
Sort Sequence 2 ~] m m
Sort Sequence 3 ~] m m
Sort Sequence 4 ™~ m W
Include Name: [¥]  Include Joumnal Detail [&]
Include Project String Detail [I] Actual Detail =
Include Employee Detail  [17] Encumbrance Detail [i]

Budget Detail [}

Vendor detail [}

Joumal Source Code

Click Define.
Enter the project information to include in the report.
Click Accept.

Use the output buttons on the ribbon to view, print, create a PDF file, export to Word, export to
Excel, or save the report to a file.

o > N
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Report Examples

NS e st i o L A
G3f1a 2000 Lé:d) Varification Datibass P B
‘wania FROJACT BUDGET ERPOET paATSpoTE
FOR 9170072000 - 0373172000
Griginal Het Badger Ravlsad Avallable Pazeant
Fudgat Amerdsant & Tudgat Faquial blcma Encumn AT Ces A-tusla Fedgat Daad
THTALS FOR TASKE/CATESORY, IT - SELF CHECE
25, 000. 00 b.ob a5, 00d. 00 &.00 b.ob 3.00 5, &0 .00 d.0d%
TASE: LIBEARYMAT - LIBRARYMAT
GUB TASKE: BOOKS -
E HPFL -INTERSAL -LIERARYMAT-BOOKS B3OS FOR HPL
B0, 00000 0. 89,005, 00 .00 p.an P E00.00 =§, ¢00.00 119.09%
BEEf Date drl  Line Sro REF1 FEF4 Ancuat DFC GLYrFr GLInl GLLins
01 /01 F2000 i 20 PAR BOT: 1018 PEG: HIL BULCET CRE 0 000,80 D
171072000 i 4 FOE 201517 PO ENT/FRF p0,000.00 © 3610/08 » 1
23/19/2900 2 5 AFI 01217 a ¥7a W AW 80,000.00 O I019/0% ] 5
a3 1872000 2 & POL 001517 174 LI,/ I 20,008,080 C 101470% 2 &
23/10/2000 k] I FRO 01017 2 el ] W AR P00 D
Debit cozals 279, 000 .00 Credic cezal: 0F, DO 0
TOTALE FOR 200 TASK/TYPE: BOOXS -
B0, 0000 LA 89,004, 00 G 00 o.on B GO0 00 =8, ¢00.00 113.00%
SUE TASE: MEDIA -
E HFL ~INTEFMAL -LIERARTMAT-MED LA MEDLA~ MOVIES AUDICBOOES MUIEIT
25,000.00 b.5b 25, 004, 00 G060 b.0b &.00 I5, ¢00.00 a.0a%
BEEf Data Jel Line Spe BEFL REF2 REF3 FEF4 MAmcuse DFC GL¥ePy OLInl SLLins
1701 72000 2 2L FAN BGT 019 PEEs WERL PUDGEET CRE k000,80 D
Debit tctals 28,004,040 Cradit tcEals [ [ ]
TOTALE FOR EUE TASK/TEPFE: HEDIA -
26, 000,00 0.0 28,000, 00 @00 o.00 2.00 6, #0000 2.00%

T .

0316720600 2d:4) Varlfication Databass ] ps
e FROJECT ISDGET AEFORT parspaTt
FOR 0170072000 - 01/30/30L0

Original
&

Baviasd Available Farceat
Budget Rsquisitiona Encumbrances Aotmale Fudget Cast

TOTALE FOR STW mﬂn‘rx. SCOCATION -
L] 509, 09,00

OB, 060, BY 3,00 .08 X S0, S0b. 0 T
TOTALE POR TAEK/CATERORY. O0 COF - STATE JDOC
SO0, 000, BY 9,59 544, 900,00 .00 .00 0.0 SO0, b O ERT
TOTALS for FEAEE/SOURCE: STATE - STATE PNWD
S0, 000, B0 4.4 544, 990,90 .00 .00 X S0, Sbb. 08 T
EXPENSE TOTALS for Project: EPL - EISH FRAIEIE LIERARY
3,210,350, B0 . 2,314, 350,90 438,75 500, 000,08 L €11, 50080 o1, 508,75 L0%.05%
3 m’ﬁu ¥ E“’s'nié%ﬁﬁkm LR o .68 6.00 3,368, MB.08 XT
For PROJECT: MPL - HIGH PRAIRIE Lieshey : : e : :
-1, 048, £50. 00 a4 -1, 04%, €54, a0 438,78 00, 660,00 1,610, 860,66 -3, 361, S68_TE
TOTALS FOR EXPEMSE AOCCERTS
2 310 300,68 4.64  2,310,380.00 TR 600,000,060  1,€11,880.50 1, 80878 324,254
ok ReSin: S0URcE ACOGENTE
3, 260, BB 65 4.4 3,360, 000.00 .06 606 6.80 3,360, 50808 a.08%
-1, D4R, 650,00 900 -1, 04%, 650,00 30,76 GO0, 000, 00 1,610, 500,00 -1, 26), 504 TE

Munis® Project Ledger, Version 11.3 Page 93



5 tyler

Project Detail History Report

To create a project detail history report:

1. Open the Project Detail History Report program.
Financials > Project Accounting > Project Ledger > Project Reports > Project Detail History

o', oject Detail History & ) ? x
W HOME
) Text file [ word Define
- et PDF o Template Options
[ €1 Preview O nert=
Confirm Searc Actions Output Office Tools Menu
Template selection
Execute this report ]
Report template Master
Report title
Project siring selection
Expense Funding Source
Project ... Project
Phase ...| Source
Task ...| Detail
Sub-Task ..., Type
Month/Year range [v] to [v]
Group by Major Project
Group by Budget Level
Page
Project Segment Total Break

Sort Sequence 1 ™~
Sort Sequence 2 ~]
Sort Sequence 3 ]
Sort Sequence 4 ~]
Include Name [¥]  Include Journal Detail
Include Project String Detail Actual Detail
Include Employee Detail Encumbrance Detail

Budget Detail

Vendor detail

Journal Source Code

Click Define
Enter the project information to include in the report.
Click Accept.

Use the output buttons on the ribbon to view, print, create a PDF file, export to Word, export to
Excel, or save the report to a file.

o M DN
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Report Example

T ——— b

TASK: IHSPECT - INSPECTION

TR TASK: ELECTRIC - ELECTRICAL

GY/LGF 2000 LésdT Varif lcatlon Databass |D¢ ]
] FROJECT DETAIL EIGTORT PATHPOTE
FOR 3370072000 = 0373172000
Avallable
Badget
Bif Date Jal Line #re REPL REFX ERFF EEFd Amoust DFC GL¥ePe OLIal JLLins
FHASE. OMISTEUCT - COMSTROCTE
TASK: HPFL = HFL
SUE TASE: OOEISTRY - COMSTROCTE
E HFL -CORSTERCT -HEL - CORETRY BE, 500,00
8101 FI000 i 4 PRAE BIT: 1018 PES: HPL EBULZET CRE 2 000, 00 .80 D
171053000 1 1 FOE 901003 1 o ENT/FRF lgﬂ.{'ﬁﬂ‘ woE IP1efee ¥ 1
83 /18 2000 1 T PHE SU1054 1 PO ENT/FEF 1,000, 008.00 [ 3010704 ] 1
Ga/1052000 2 I AFL C01002 1 176 A 00, 00000 D 2010/0% 2 1
13/ 2000 2 T P SO1002 1 76 I.'IE.-':IH‘-" 00, 00000 C© I010S0% ] ]
B3/18.53000 2 3 ART S01063 1 177 w Loa, 00808 D 3018/0% 2 3
43 /19/3000 ! 4 PO S01603 1 377 I.'Igﬁ_llﬂ' 100, 00909 © I010/0% F 4
e1/1953000 2 # AFL SULGE4 1 g £0,000.00 © 3J010S0% ] B
33 /10 2000 E 12 POL S01054 1 3B LI IHV TEO, GO0 O ID10S0% 2 10
¢1/1852000 1 L PAO 201002 1 17 W AR S0.000.80 D
03/1052000 ¥ I PR 301003 1 317 L] B0, 00 .80 D¢
B3/1852000 ¥ & PAD 001094 4 a2 W AN T, H00.80 D
Bebit Ectals £, 415, 000 08 Credie Ectals 1,358, 005,08
TOTALE FOR SUB TASK/TIVE: CORSTED - OWESTROCTI
-85, 500 .00
TOTALS FOR TASE/CATESORY: HPL - HPL
-8k, 20000

t
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Appendix A—Project Builder

*this program is not available in 2017.1 or later versions

Objective

This document describes the Project Builder program.

Overview

The Project Builder program provides you with a step-by-step process that assists in the creation of
new projects in the Munis system. Project Builder allows you to define project parameters and settings,
add project segments and expense types, and build project expense and funding source strings.

After the project build is complete, the project is added to the Munis system and is available for
processing.

Prerequisites

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

Confirm the following:
¢ You have menu access to the Projects/Inquiry programs.
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Procedures

The Project Builder program contains three sections: Create a Project, Continue a New Project, and
Copy an Existing Project. Use the Create a Project fields to define a new project, use the Continue a

New Project options to continue a project in process, and use the Copy an Existing Project options to
create a new project from an existing project.

. (7] Project Builder
» Project Builder

wWelcome, Maureen Elfring

Create a Project
Project Name: | | Project Number: | |

Continue a New Project

Choose a project to resume the setup process:

| Title | Start Date | Number | Description | Progress |
O PROJECT 111 2/5/2013 111 PROJECT 111

Copy an Existing Project

Choose a project to copy:

| Title | Number | Description |
O ADDING/REPLACING OF STREETLIGHTS 1052
C- AQUATIC CENTER 7451
O ATHLETIC FIELD 7452
() CAPITAL PRIT
O COMMUNITY DEVELOPMENT BLOCK FY0S CDO06
() COMMUNITY DEVELOPMENT BLOCK FY07 CDO7

Creating a New Project

1. Enter a name and number in the Project Name and Project Number boxes.
17 Project Builder
Project Builder

Welcome, Bishop-Elfring, Maureen

Create a Project
Project Name: |Nov2015 Development Project Number: 2015—1001’,1 — H -

Continue a New Project

Choose a project to resume the setup process:
| Title | Start Date | Number | Description | Progress |

Copy an Existing Project

Choose a project to copy:

| Title | Number | Description

vawwm \_\r/‘x_“j—'\«—w“vv—"f”\\‘/—a—m\lf SN Vs S NI g WYl

Munis® Project Ledger, Version 11.3 Page 97



2. Click Start a New Project.

The program displays the Step 1: Project screen.

5 tyler

Progress

Step 1: Project

| o Complete |
o Project Details
- Project Details
T Project Number: [2015-1000
O Project Title: ‘NDVZDIE Development

Description:

Associate Expense Types Major Project: ‘

[} State Id #: ‘

Return To Project Builder Home

|:| Would you like to use Revenue Allocations?

Project Type:

Department:

Justification:

Project Available Budget: | Fiscal Year

Project Builder

Welcome, Bishop-Elfring, Maureen

3. Complete the fields in the Project Details section.

Field | Description

| City of Santa Fe

Project Details

Project Number

Assigns a project identifier to the project.

City of Santa Fe will enter a unique
code.

The 1%t three characters will
represent the Department or
Division: BDD, FAC, AIR, ENG,
etc.

The next 2 characters will be the
Fiscal Year when the Project
started.

The last 3 characters will be Fund
number associated with project
(100- General fund, 240 —
Community Development, etc.).
The last 2 characters will be
Alphanumeric sequence (ex. 0A)

Example: FIR192210A.

Fire Department project start FY
19, Fund 221 (Emergency Svc.)
and 1%t project (0A)

Project Title Provides the title of the project. Projects
are typically given descriptive titles that
explain their function or usage. For
example, a project dedicated to updating
a town library can be titled "Library
Restoration Project."
Titles can contain up to 30 characters of

City of Santa Fe will enter the title
of the project in this field, up to 30
characters. Descriptive titles are
helpful when they explain function
or usage.

text.
Description Provides a general description for the City of Santa Fe will enter a
product. Description of the Project.
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Field Description City of Santa Fe

Major Project Identifies the code for the master project, | N/A
if the project you are adding is one part
of a larger overall project.

State ID Number Specifies the state grant ID number of City of Santa Fe will enter a State
(#) the project, if one has been assigned. ID | Grant ID, if applicable.

number can contain up to 20 characters

of text.
Project Type Determines the project type. Project City of Santa Fe will use the field

types are defined in the Miscellaneous

™ :
Codes program. help button [***/to select the project

type

Department Identifies the department managing or City of Santa Fe will use the field

responsible for the project. help button |**| to select the

department.
Justification Provides a justification statement, if City of Santa Fe will enter a
required. Justification of the Project, if
applicable
Project Available Determines the project budget as for the | City of Santa Fe will select Life to
Budget fiscal year or life-to-date. Date.
Would You Like to If selected, causes the Revenue City of Santa Fe will say Yes.
Use Revenue Allocations step to be added to the
Allocations? process.
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4. Click Continue to advance to Project Dates and Ranges. In this section, complete the date range

()

Project Builder

Progress

[ Project
- Project Details

Step 1: Project

Project Dates & Ranges

Project Builder

Welcome, Bishop-Elfring, Maureen

- Project Dates & Ranges Project Fiscal Year: | January

v |t0 |Decemher

[ Expense Strings Project Date Range: |

63 o |

- Add Expense Strings Actual Date Range: |

3 o | |

- Define Expense Strings

- Associate Expense Types

Number of Days |
O Funding Sources

- Add Funding Sources

- Define Funding Sources

0 Revenue Allocations

Return To Project Builder Home

< Back |

Corie >

boxes, as applicable to the project, using the MM/DD/YY format. The program completes the

Number of Days field according to the dates entered.
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5. Click Continue to advance to the Step 2: Expense String screen.
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Project Builder

Project Builder

Welcome, Bishop-Elfring, Maureen

Progress

@ Project
- Project Details

- Project Dates & Ranges

[l Expense Strings
- Add Expense Strings
- Define Expense Strings

- Associate Expense Types

[0 Funding Sources
- Add Funding Sources

- Define Funding Sources

O Revenue Allocations

Return To Project Builder Home

Step 2: Expense Strings

Add Expense Strings

Project: 2015-1000 - Nov2015 Developmeni

(<] [ ]

KL

Phases
| Code | Short Desc It

@ PHASE 1 3 4]
[] 100 PHASE 1 r

@ 2 PHASE 2 3

[] 3 PHASE 3 P

[] 310 2010 CAPIT & | |
[] 4 PHASE 4 P

[] so0 TITLE 1 20 1

[[] CONSTRUCT CONSTRUCTI ¢

[] DESIGN DESIGN [ v

< Add Phase

Create Phase

Continue »

6. To add phases to the project, select the applicable check boxes for each phase to add, and then

click Add Phase.

9

Project Builder

Project Builder

Welcome, Bishop-Elfring, Maureen

Progress

@ Project
- Project Details

- Project Dates & Ranges

O Expense Strings
- Add Expense Strings
- Define Expense Strings

- Associate Expense Types

[0 Funding Sources
- Add Funding Sources

- Define Funding Sources

O Revenue Allocations

Return To Project Builder Home

Step 2: Expense Strings

Add Expense Strings

Project: 2015-1000 - Nov2015 Developmeni

Kl [ *]

K

Phases
| Code | Short Desc 1L
@ PHASE 1 P A
[] 100 PHASE 1 P
@ 2 PHASE 2 3
] 3 PHASE 3 3
[] 310 2010 CAPIT ||
] 4 PHASE 4 P
[] so00 TITLE120 1
[[] CONSTRUCT CONSTRUCTI ¢
[] DESIGN DESIGN [ v
Create Phase

oniie >

Munis® Project Ledger, Version 11.3

Page 101




i tyler

The program adds the selected phases to the project record.

) (7] Project Builder
‘?.' Project Builder Welcome, Bishop-Elfring, Maureen
Progress

Step 2: Expense Strings

@ Project Add Expense Strings
- Project Details
3 Phases
- Project Dates & Ranges 4 Project: 2015-1000 - Nov2015 Developmen
| Code | Short Desc L |
H Phase: DESIGN - DESIGN i
[0 Expense Strings [] DesIGN TEE T, [ e
—FH Eeres S s Phase: INSPECTION - INSPECTION | INSPECTION INSPECTION T
- Define Expense Strings Phase: PERMITS - PERMITS
PERMITS PERMITS F
- Associate Expense Types |< [ | >| g PHASEL DHASE ONE .
D Funding Sources [] PHASE2 PHASETWO [ —
- Add Funding Sources D PHASE3 PHASE THRE ;
- Define Funding Sources D
TITLE1 TITLE1l 1
[0 Revenue Allocations [] oKk OUT BUILD ¢
[] o1 Research F &

< Add Phase Create Phase
Return To Project Builder Home Back

7. To create a new phase, click Create Phase to display the Create Phase dialog box. Use these fields

to assign a phase code, along with a short and long description.
Create Phase M

Code I:l

Short Description | |

Long Description | |

==\ Cancel

8. Click Save.
The program adds the phase to the Phases list.
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9. Once all phases are added, click Continue to define the expense strings.
7] Project Builder
&F Project Builder Welcome, Bishop-Elfring, Maureen
Progress E
| J | Step 2: Expense Strings
O Project Define Expense Strings
- Project Details
- Project Dates & Ranges Expense String | ISR e Gl | General Ledoer Accounts
I ——— 2015-1000-DESIGN o String Details: 2015-1000-PERMITS
p 9 2015-1000-INSPECTION 0
- Add Expense Strings Account Name: |Permit Account | Projected !
_ _ 2015-1000-PERMITS 0
- Define Expense Strings Short Account Name: |Permit Acc |
- Associate Expense Types Account for permits |
[0 Funding Sources
- Add Funding Sources Description: Justificatic
- Define Funding Sources
[0 Revenue Allocations
Return To Project Builder Home
10.

Complete the boxes on the Expense String Details tab, as applicable. You must complete the
Account Name and Short Account Name fields.

11. If applicable, click the General Ledger Accounts tab and add general ledger account details.

. Q Project Builder
\7'. Project Builder Welcome, Bishop-Elfring, Maureen
Progress

I:l Step 2: Expense Strings

@ Project
- Project Details

Expense Strin i i
~Project Dates & Ranges p aq | Expense String Details  ReENEE NELGEGEATT ]

R 20 ol 000 DESIEN o Default GL Account
[0 Expense Strings

Define Expense Strings

2015-1000-INSPECTION O | Fund

Function/CC Department Program Grade Grant Task Category
- Add Expense Strings
R 2015-1000-PERMITS I = | = | = | = | = | = | =
- Define Expense Strings
- Associate Expense Types Org Object Project
O Funding Sources ‘ ey [1095 e | |l [ Alow GL override
- Add Funding Sources
- Define Funding Sources Budget GL Account
o . Fund Function/CC Department Program Grade Grant Task Category
fevsnne mocatons \ = e | e | e | e | e | e | e
Org Object Project
\ = | = e
Return To Project Builder Home

12. If additional expense strings exist for the project, click the string name and repeat the process for
each string.
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13. After completing all of the expense strings, click Continue.
The program advances to the Associate Expense Types section.

. o Project Builder
5:'- Project Builder Welcome, Bishop-Elfring, Maureen
Progress

@ project Associate Expense Types
- Project Details

Step 2: Expense Strings

- Project Dates & Ranges Expense Strings Select All | | Expense Types
O Expense Strings |:| DEesi;n ,.:E;;u.-,t | Code | Short Desc | Long Desc N
-Expense Type: ~
- Add Expense Strings Inspect Account O 1 PLANNING PLANNING B
- Define Expense Strings D -Expense Type: C' BEN BEMEFITS BENEFITS
Permit Account
- Associate Expense Types D -Expense Type: O CONS CONSTRUCTI CONSTRUCTION
. ) ELGB  ELIGIBLE ELIGIBLE
[0 Funding Sources O
_Add Funding Sources O INSP  INSPECTION INSPECTION
- Define Funding Sources C' LAB LABOR LABOR
; () MAT MATERIALS MATERIALS
O Revenue Allocations
O NE NON-ELIGIB NON-ELIGIBLE
O our OUTSOURCED OUTSOURCED ] |
() PERM PERMITS PERMITS |
m Create Expense Type

Return To Project Builder Home _ tinue »

14. To add the expense type to an expense string, select the check boxes for the expense strings to
which to add the expense type.

15. Select the expense type to add, and then click Add Expense Type.
The program applies the expense type to each of the strings for which you selected the check box.
The program also displays a Remove Expense Type button next to each string. Clicking the button
removes the expense type from the selected string.

. 2] Project Builder
‘7‘- Project Builder Welcome, Bishop-Elfring, Maureen
Progress

Step 2: Expense Strings

& project Associate Expense Types
- Project Details
e (s B s Expense Strings Select All | | Expense Types
O Expense Strings F’::E:n*;;:_‘;:’::_ X Remove Expense Type | Code |ShortDesc | Long Desc "
=it Bz s o e @ 0 PLANNING PLANNING -
- Define Expense Strings O -Expense Type: (O BEN  BENEFITS BEMEFITS
- P Sapmes TEs O P:;:::;;‘;T:e () CONS CONSTRUCTT  CONSTRUCTION
O Funding Sources () ELGB ELIGIBLE ELIGIBLE
ol o S (O INSP INSPECTION  INSPECTION
- Define Funding Sources O e LABOR LABOR
O Revenue Allocations © AT MATERIALS MATERIALS
O NE NON-ELIGIB  NON-ELIGIBLE
(O OUT  OUTSOURCED OUTSOURCED M
() PERM  PERMITS PERMITS hd

! zaa pense ype Create Expense Type
Return To Project Builder Home _ tinue >
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16. To create a new expense type, click Create Expense Type.

The program displays the Create Expense Type dialog box.

Short Description | |

Long Description

Save RSN

17. Complete the boxes, and then click Save.
The program adds the expense type to the Expense Types table.

18. When you have finished adding expense types to expense strings, click Continue.
The program advances to the Step 3: Funding Sources screen.

(7] Project Builder
%‘. Project Builder Welcome, Bishop-Elfring, Maureen
Progress -

| | Step 3: Funding Sources
O Project Add Funding Sources
- Project Details
3 Sources
-Project Dates & Ranges Project: 2015-1000 - Nov2015 Development
a | Code | Short Desc | Long Desc
Expense Strings
p _g I:‘ BONDS10 BONDS 2010 BONDS 2010
-Add Expense Strings D
FED FEDERAL FEDERAL
- Define Expense Strings
- ST S T I:‘ GENRES GEMNERAL RE GENERAL RESERVES
I:‘ LOC LOCAL LOCAL
[0 Funding Sources O st J— STATE
-Add Funding Sources
- Define Funding Sources
O Revenue Allocations
Return To Project Builder Home

19. Click Create Source to create a new funding source string.

The program displays the Create Source dialog box.

Code l:l

Short Description | |

Long Description | |

EVEY  Cancel

20. Complete the boxes, and then click Save.
The program adds the funding source to the Sources list.
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21. To add the funding source to the project, select the check box for the source to add, and then click
Add Source.

The program adds the funding source to the project record.

9

Project Builder

Progress -
| | Step 3: Funding Sources
@ Project Add Funding Sources
- Project Details
3 Sources
- Project Dates & Ranges 4| Project: 2015-1000 - Nov2015 Development
Code Short Desc Long Desc
@ Expense Strings Seurce: BONDS10 - BONDS 2010 : : Itong
BONDS10 BONDS 2010 BONDS 2010
- Add Expense Strings Source: STE - STATE g
FED FEDERAL FEDERAL
- Define Expense Strings
e BT TS |:| GEMNRES GEMNERAL RE GENERAL RESERVES
|:| LOC LOCAL LOCAL
O Funding Sources O st STATE J—
-Add Funding Sources

- Define Funding Sources

[0 Revenue Allocations

Create Source

=< i sous —

Return To Project Builder Home

< Back |

Project Builder

Welcome, Bishop-Elfring, Maureen

Sconinse >

22. To add detail information to the funding source, highlight the funding source, and then select the
Click to Add a Detail from the List option.

The page refreshes to include the Create Detail option.

B
‘V Project Builder

Progress

O Project
- Project Details

- Project Dates & Ranges

& Expense Strings
- Add Expense Strings
- Define Expense Strings

- Associate Expense Types

O Funding Sources
- Add Funding Sources

- Define Funding Sources

Return To Project Builder Home

Step 3: Funding Sources

Add Funding Sources

- - - - Sources
4 FTICIlck to add a Detail from the list on the nght.l

TT . CTATC CIIND W | Code | Short Desc

Project Builder

Welcome, Maureen Elfring

| Long Desc

9

Project Builder
Progress

@ project
~Project Details

Step 3: Funding Sources

Add Funding Sources

- Project Dates & Ranges

a Expense Strings Source: STT - STATE FUND
-Add Expense Strings
- Define Expense Strings

- Associate Expense Types

i O Funding Sources

-Add Funding Sources

- Define Funding Sources

Return To Project Builder Home

< Back |

4 Project: Library2 - NEW MUNICIPAL LIBRARY

Project Builder

Welcome, Maureen Elfring

Details

| Code |Short Desc | Long Desc

Create Detail

~Corence > ]

< Add Detai
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23. Select the funding source and click Create Detail.
The program displays the Create Detail dialog box.

24. Complete the boxes, and then click Save.
The program adds the detail code to the Details table.

25. Select the check box for each detail code to add to the funding source, and then click Add Detail.
The program adds the detail code to the funding source.

26. To add a type code to the detail code, select the detail code and then click Create Type.
The program displays the Create Type dialog box.

27. Complete the boxes, and then click Save.
The program displays the type code on the Types table.

28. After you have finished adding type codes, click Continue.
The program advances to the Define Funding Sources section.

o Project Builder
* Project Builder Welcome, Bishop-Elfring, Maureen
Progress

Step 3: Funding Sources

@ Project Define Funding Sources
- Project Details
Funding S i i r
et P BT unding Source | LGN A eVl | General Ledger Accounts
OcE Stri LIRS (N e v String Details: 2015-1000-BONDS10
xpense Strings 2015-1000-5TE o
- Add Expense Strings Account Name: |Bond Account | Projected Start Date: (1/1/2016

=BGl B Hiige Short Account Name: |B0nd Accou |

- Associate Expense Types
Account for bonds

O

-Add Funding Sources Description: Justification:

- Define Funding Sources

O

Return To Project Builder Home W

29. Complete the boxes on the Funding Source Details tab, as applicable. You must complete the
Account Name and Short Account Name boxes.
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30. If applicable, click the General Ledger Accounts tab and complete the boxes.
o Project Builder
Project Builder ¥

Welcome, Bishop-Elfring, Maureen

Progress -
| | Step 3: Funding Sources
O Project Add Funding Sources
- Project Details
Sources
- Project Dates & Ranges 4| Project: 2015-1000 - Nov2015 Development
O Expense Strings Source: BONDS10 - BONDS 2010 | Code I Short Desc | Long Desc
. BONDS10 BONDS 2010 BONDS 2010
- Add Expense Strings Source: STE - STATE D
FED FEDERAL FEDERAL
- Define Expense Strings D
Assoc |:| GENRES GEMERAL RE GEMERAL RESERVES
- Associate Expense Types
|:| Loc LOCAL LocaL
O Funding Sources 0] st STaTE STATE

-Add Funding Sources

- Define Funding Sources

O Revenue Allocations

Return To Project Builder Home _! ontinue 3

31. If additional funding source strings exist for the project, click the string name and repeat the process
for each string.

32. After completing all of the funding source strings, click Continue.
If you selected the check box on the Step 1: Project screen to use revenue allocations, the program
advances to the Step 4: Revenue Allocations screen.

(7] Project Builder
%‘- Project Builder

Welcome, Bishop-Elfring, Maureen

Progress

@O Project Revenue Allocations
- Project Details

) Funding Source FALSERIOIEZHEN  Allocation Lines | Allocation Amounts
- Project Dates & Ranges

2015-1000-BONDS10

Step 4: Revenue Allocations

@ Expense Strings 2015.1000.5TE String: 2015-1000-BONDS10
-Add Expense Strings Allocation Type: | v |
- Define Expense Strings Max Allocation: | - |
- Associate Expense Types Billing Type: | - |
Exceed Max Amount: [=]

@ Funding Sources
-Add Funding Sources

- Define Funding Sources

O Revenue Allocations

Return To Project Builder Home _ tinue

33. Select a funding source by clicking on it in the Funding Source list.
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Progress

]

€ project

- Project Details

- Project Dates & Ranges
€ Expense Strings

- Add Expense Strings

- Define Expense Strings

- Associate Expense Types
@ Funding Sources

- Add Funding Sources

- Define Funding Seurces

O Revenue Allocations

Return To Project Builder Home

Project Builder

Welcome, Bishop-Elfring, Maureen

Step 4: Revenue Allocations

Revenue Allocations
Funding Source
2015-1000-BONDS10

2015-1000-STE

LUCELLGIVECTEE  Allocation Lines | Allocation Amounts

String: 2015-1000-BONDS10

.

cut

Allocation Type:

1000
L

Max Allocation:

Dillina T,

. tyler

34. Complete the fields on the Allocation Details, Allocation Lines, and Allocation Amounts tabs.

Project Builder

Progress

I

@O Project

- Project Details

- Project Dates & Ranges
& Expense Strings

- Add Expense Strings

- Define Expense Strings

- Associate Expense Types
@ Funding Sources

_ Add Funding Sources

- Define Funding Sources

O Revenue Allocations

Return To Project Builder Home

Step 4: Revenue Allocations

Revenue Allocations

Funding Source Allocation Details | JAIEUILRINEEN  llocation Amounts

String: 2015-1000-BONDS10

2015-1000-BONDS10

2015-1000-STE

%)

| Expense Type | Description | Priority | Allocation % | Max Allocation Amount |

Project Builder

Welcome, Bishop-Elfring, Maureen

Project Builder
Progress

]

@ Project

- Project Details

Step 4: Revenue Allocations

Revenue Allocations

Funding Source

2015-1000-BONDS10

- Project Dates & Ranges

& Expense Strings
- Add Expense Strings

String:
2015-1000-STE

- Define Expense Strings

- Associate Expense Types.

@ Funding Sources

Allocation Details || Allocation Lines  JENIGIEILIEG LTI

2015-1000-BONDS10

Project Builder
Welcome, Bishop-Elfring, Maureen

Order By: (@) Priority () Expense Type
Filter: | Show All v

Allocation Amounts

- Add Funding Sources

- Define Funding Sources

O Revenue Allocations

Return To Project Builder Home

[—=B=a—

0% 50% 60% 70% 80% 90% 100%

Continue >

On the Allocation Details tab, if you select Internal as the Billing Type, the GL Debit and GL Credit
fields are available. If you select External, the Customer and AR Charge Code fields are available.

2]

35. After you have completed the fields, click Continue.
The program advances to the Project Wizard Summary screen.

Project Builder

Project Builder

Welcome, Bishop-Elfring, Maureen

Project Wizard Summary

The Project Builder setup has received all of the information to build your project
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36. Click Build Project to complete the creation of the project record.
The program creates the project and displays an updated Project Wizard Summary screen.
(7] Project Builder
Project Builder

Welcome, Maureen Elfring

Project Wizard Summary

Your project has been successfully created! You can now:
1) View and maintain the project

2) Add another project

For additional documentation on project accounting processing and reporting, please visit our knowlegebase at http://support.munis.com/

Continuing Project Entry

1. Select the project to continue and click Continue Project.

(7] Project Builder
'i? Project Builder

Welcome, Maureen Elfring

Create a Project

Project Name: Project Number: art a New Proje
| | | | b

Continue a New Project

Choose a project to resume the setup process:

| Title | Start Date | Number | Description | Progress |
@ PROJECT 111 2/5/2013 111 PROJECT 111

Copy an Existing Project

Choose a project to copy:

| Title | Number | Description |
O ADDING/REPLACING OF STREETLIGHTS 1052
C- AQUATIC CENTER Z451
O ATHLETIC FIELD Z452

() CAPITAL PRIT
() COMMUNITY DEVELOPMENT BLOCK FY06  CDO06

The program opens the project record to the first step that requires completion.

Complete the outstanding steps, clicking Continue to advance, until you reach the Build Project
page.

3. Click Build Project.

Once the build completes, the program is removed from the Continue a New Project group on the
main page.
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Copying a Project Record

1. From the Copy an Existing Project group, select the project to copy.
@

Project Builder

Project Builder

Welcome, Maureen Elfring

Create a Project
Project Name: | | Project Number: | |

Continue a New Project

Choose a project to resume the setup process:

| Title | Start Date | Number | Description | Progress |

Copy an Existing Project

Choose a project to copy:

"Copy Project |
| Title | Number | Description
@ NEW MUNICIPAL LIBRARY MO001 |
(O PLAYGROUND REFURBISHMENT 1000 REFURBISHMENT OF EAST SIDE PLAYGROUND
O PROJ W/ MULT GRANT FUNDING B1130
O PROJECT 111 111 PROJECT 111
O PUBLIC SPACE REJUVINATION PROJECT 98977 PUBLIC SPACE REJUVINATION PROJECT
O PUBLIC WORKS GRANT B
() PUBLIC WORKS GARAGE REFIT PWG
O RELACING THE PUBLIC SIDEWALKS 1051 D |
O RESOD FOOTBALL FIELD 0044556 Place new sod at 30 yard line of high school football field damaged b y homecoming bonfire.

2. Click Copy Project.
The program displays the Enter a New Project Code dialog box.
7]

Project Builder

Welcome, Maureen Elfring

Project Builder

Create a Project
Project Name: | | Project Number: | |

Continue a New Project

Choose a project to resume the setup process:

| Title | Start Date | Number | Description | Progress |

I Enter a new Project Code

| [ conv
Copy Project
| Title | Number | Description
@ NEW MUNICIPAL LIBRARY MO001 -
O PLAYGROUND REFURBISHMENT 1000 REFURBISHMENT OF EAST SIDE PLAYGROUND

TN YT NIRING N AB TN NI NS TN e TN
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3. Enter a project code and click Copy.
The program copies the project details and displays the Step 1: Project screen.

. (7] Project Builder
53'. Project Builder Welcome, Maureen Elfring
Progress -
| | Step 1: Project
O Project Project Details
- Project Details
- Project Dates & Ranges Project Number: |ubrarv2 | Project Type: | v |
. Project Title: NEW MUNICIPAL LIBRARY Department: ENG
[0 Expense Strings ! | | P | |
_ 2 _— ~ ~
Add Expense Strings Description: Description Justification:
- Define Expense Strings i ul
- Associate Expense Types Major Project: |M0001 | Project Available Budget: | Life To Date A |
O Funding Sources State Id #: |111}'7?6?6 |
- Add Funding Sources
- B Ty Sairess |:| Would you like to use Revenue Allocations?
Return To Project Builder Home

4. Make any applicable changes to the field values, clicking Continue to move through the steps.
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Appendix B—Munis Workflow Approvals

Munis Workflow transactions are approved using the Approvals web part tile on the Tyler Dashboard.
melfing~ £

BROWSE

DASHBOARD PAGE

" Tyler Dashboard

~ My Favorites
Approvals
System Update
¥ Recent Activity
36 unread
# EDIT FAVORITES

M VEWS = TYLERMENU =2 WEB PARTS

Search... 0

o tyler

?

ra
LDJ

To approve an item:

1.

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

Approvals

EWIEIEY By Process Code

[ ] AlDates
|:| GRA: Grant Application pending approval
Mon Nov 02 2015

FAT: Asset Transfers pending approval

0.00 Mon Nav 02 2015

GLJ: GL Journals pending approval
Oct30 Fri Oct 30 2015
AP!: Invaices pending approval XXX

Fri Oct 30 2015

APL: Invoices pending approval XXX

O O Ol O

Fri Oct 30 2015

INTA - L mimtmim s A smbmmm e D elimes A

®

Refresh

GRA: Grant Application pending approval

Approvals

By Process Code [EIIBEIS

[ ] | Att Process Codes
D GBI: GB Invoice Notification
2007 Fri Apr 20 2007

GLJ: GL Journals pending approval

Oct30 Fri Oct 30 2015
Man Mo 02 2015

INA: Inventory Adjustments Pending Ap...

COPY PAPER Fri Oct 30 2015

INA: Inventory Adjustments Pending A .

[
D GRA: Grant Application pending approval
[]
[]

BIC BLUE ERASABLE MA Fri Oct 30 2015

DO A- DO Chnnrn Oedne smncdines ceee

@

Refresh

GRA: Grant Application pending approval

Created
Reason

Mon Nov 02 2015

amount of this transaction is graater than the
threshold $0.00

Additional Grant Information:

Federal CFDA:

Grantor ID: 1234

Date details:

-App Due:
-Submitted:
-Estimated Award:
-Actual Award:
-Board Approved:
-Start Datez
-Expiration Date:
-Renewal Date:

N/05/2013

-Extension Date:
-Starting Fiscal Year:
--Start Month:

—
=4
@

Close

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

Approvals
EREIE] By Process Code | GRA: Grant Application pending approval | o
[ | At Dates Created  Mon Nov 02
Reasnn moynt of icaction ic aroater than the
Grant Master - Munis a 0 7
D GRA: Grant Application pending approval Lo
Vi Q I , K pelete B Text file E 8 word II-H Audit Copy und
Globa I roF Email -/ GrantBilled Project:
A ce Add Update Print -] Excel Eeri Attach rentiiled Frojsets Retu
D FAT: Asset Transfers pending approval Du & Preview History BMore..~
. Confirm Search Actions Output Menu
000 Men Nov —ar
Application # 95999 cip Address # 0l...
D GLJ: GL Journals pending approval S 50500
octz0 Fri Get  Status Entered Contact
Workflow Status ~ [Released Phone
D API: Invoices pending approval XXX / Manage using General Ledger Email
B Cet Requires balance sheet accounts
Grant type STATE FUNDED GRANT
[] APt Invoices pending approval XXX Grant Name 'STATE FUNDED GRANT Starting Fiscal Year 2016
Starting Fiscal Month  [Jan | Ending Fiscal Month Dec
FriOct ]
"% {bepartment FIN - FINANCE DEPARTMENT
Grantor Type STATE
I I N e ey o VP Requested o]
Grantor 1D 1234
Awarded 0.00
Master Grant number
@ Federal CFDA
Refresh
Dates/Amounts | Descri ndition | Sub-Grantor | Pass Through Grants ‘ Grant Amounts |
Preapproval due date (] Start | & Milestones
Preapproval submission datefamount Expiration

%\J\WWE“/ N P e et N e NS T TN

4. To approve the item from the Munis program, select the Approve option in the Workflow group.

Grant Master - Munis &

rowse + ? X Delete B I Text file [E8 word Ml Copy
Query Builder |, & Undate a el PDF P [8 Email Atiach tify Grant Billed Projects
olica €] Preview Schedule o Alerts~ History E More... =
Confirm Search Actions Output Office Toals Menu
gant ] Gmnior
Application # 09995 CcID Address # 0 ..
Grant number 99999
Status Entered Contact
Workflow Status Released Phone
 Manage using General Ledger Email

Requires balance sheet accounts

Grant type STATE FUNDED GRANT
Grant Name STATE FUNDED GRANT Starting Fiscal Year 2016

Starting Fiscal Month Jan Ending Fiscal Month Dec

Department FIN - FINANCE DEPARTMENT
Grantor Type STATE At

Requested 50,000.00
Grantor ID 1234

Awarded 0.00

Master Grant number
Federal CFDA

RPN GTT G Matching/Billing Description/Condition Sub-Grantorfee Pass Through Grants Granlﬂmuunls|

Preapproval due date [i] Start (1]
Preapproval submission datefamount [ Expiration |i7]

Estimated preapproval date [z Renewal Action B

Preapproval date/amount i) Extension B

Application due date 11/05/2015 [z

Submission date i)

Estimated award date [

Award date m

Board approval date M
[Created By melfring 117022015

| myapprovals [ Approve ]| Reject i Forward I[ Hold [ approvers |
K < 10f 1 >
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5. To approve the item from the Approvals tile, select the item to display the Workflow options, and
then select the appropriate action.

= tyler

Approvals
By Process Code EEVIBEIE GRA: Grant Application pending approval N
A Jov 02 2015
D All Process Codes Created  Mon No G i 1 o
Reason amount of this transaction is greater than the
threshold 30.00
|:| GBI: GB Invoice Notification N )
Additional Grant Information:
B R Federal CFDA:
) Grantor 1D: 1234
|:| GLJ: GL Journals pending approval
Oct30 Fri Oct 30 2015 Date details:
o ) -App Due: T/05/2015
GRA: Grant Application pending approval _Submitted-
Maon MNaov 02 2015 -Estimated Award:
) ] -Actual Award:
|:| INA: Inventory Adjustments Pending Ap.. _Board Approved:
COPY PAPER Fri Oct 30 2015 -Start Date:
-Expiration Date:
|:| INA: Inventory Adjustments Pending A... _Renewal Date-
BIC BLUE ERASABLE MA Fri Oct 30 2015 -Extension Date:
= -Starting Fiscal Year: 2016
M1 DARA- DO Chanon Dredors soancine aone W
—-Start Month: 1
Refresh Approve Reject Hold Forward

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

reason for the action.

Button Description

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

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

Forward Allows you to choose another Munis user to review this pending record. If you
are approving an item that has been forwarded to you, the Forward option is
not available.

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