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Munis Menus 
In Munis, menus are available according to the security permissions granted to the user roles. 
Typically, permissions are granted according to need. For example, if the primary role of the user is to 
enter timesheets in Payroll, the menu will not show Financials, General Revenues, or other menu 
options. 
 
Menus are divided by Munis products, and then by applications within those products. For example, 
Financials is a product, and Accounts Payable is an application within that product. Within an 
application, there are many programs. 

 

Standard Screen Features 
The standard Munis program screen contains several working sections, including a banner, a ribbon, 
menu options, and a navigation bar. 
 
At the top of the screen, the banner includes the Help, Settings, and Enhancement buttons.  

  
 
Directly under the banner is the Munis ribbon. This ribbon contains groups of related buttons that allows 
performance of various actions throughout Munis programs.  
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The work area for a Munis program is centered on the screen; the work area contains the fields 
required to complete program actions. Often, if there are numerous fields, the work area is divided into 
tabs, which sort the fields by intended use or purpose.  
 

 
 
The navigation bar at the bottom of the screen allows movement through an active set of records one 
record at a time, to move to the first or last record of the set, or to open attachments.  A browse screen 
can be opened that lists all of the records in the active set.  
 
The Menu group in the ribbon provides the program-specific actions available for a program.  These 
options differ according to program as they may display additional screens for the selected program or 
they open other related programs. For programs that have multiple options, click the More arrow to 
view the complete list.  
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Disclaimer 
Tyler Technologies, Inc. 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, can 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.  

 
The client should exercise care to assure that use of the software and related sections is 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. Consultant grants 
to the Client a royalty-free nonexclusive license to use anything created or developed by Consultant for Client contained in this manual. 
The license shall have a perpetual term and Client 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. Consultant assumes no responsibility to advise clients of changes or additions. 
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Prerequisites 
Before successfully completing this process, ensure that roles granting the necessary permissions have 
been assigned to the 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: 

• Permission to access the Time Entry Program has been granted.  
• The Payroll Control Settings program reflects the correct settings for the organization.  
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Payroll Time Entry 
To access Payroll Time Entry from the Munis menu:  
Departmental Functions>Time Entry 

 
The Time Entry program allows users to maintain time and attendance records for employees. When 
Time Entry is opened, the program displays a payroll verification message.  
 

 
 
 
Verify the dates on the screen, as shown above, to ensure that the active payroll is the correct payroll 
before entering time. If the active payroll is not correct, contact the Payroll Department.  
 
If the active payroll is correct, select Yes to continue. 
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Finding your SmartFind Batch 
 
After confirming the payroll dates, the Time Entry program opens.  Click Search on the Munis ribbon 
and then Accept (green check).  This will show the batches that are tied to the Location (School). If 
completing data entry for employees in more than one location, a separate batch will be available for 
each location.   
 

 
 

Accessing a batch that has been closed: 
If a batch has been closed for whatever reason, repeat the steps as outlined below: 
 
From the Munis Menu …..  Departmental Functions > Time Entry 
Click Search and then Accept (green check).   
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Please note that updates to this screen are not permitted when accessing a SmartFind batch.  
SmartFind Batches are created by a member of the Payroll Department.  SmartFind batches can be 
distinguished from self-created batches by looking at the Clerk Name listed on this screen.  
 

 
 

Time Entry should be done weekly for each pay period. This is more efficient and avoids the stress of 
approaching deadlines. The SmartFind Import into Munis Time Entry will be done weekly.  Week 2 
Imports from SmartFind will be added to the same batch that Week 1 populated into.  

The SmartFind Batch should not be used for any manual entries (overtime, differential, student time, 
etc.).  For these entries, create a separate batch. 
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Getting Started: 
 
After finding the SmartFind Batch, click on Scan Detail. 

 
 
The screen opens in Browse List form. Click Accept (green check) to open record 1 in Detail. 
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This is an example of the Record in Detail. The number of records in the batch is indicated at the 
bottom of the screen (the sample batch below has 107). Use the directional arrows at the bottom of the 
screen to move from one record to another. 
 
The Detail screen is comprised of 3 tabs as follows: 
 

The Employee Tab displays 
o The From and To date of the record 
o Absence 
o The Employee Number,  Name and Job Class  
o Pay Code, Quantity of hours being paid, any associated Pay Rate, and the calculated 

amount (if applicable) 
o The GL Account Number associated with this entry 
o The Employee’s Location 
o A “Reason” (if applicable) 
o Any applicable Notes 
o An Accrual Balance box and a Sick Bank box 
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The Substitute Tab displays 

o The From and To Dates the Substitute worked for the Employee shown on the 
“Employee” Tab 

o Absence 
o The Employee Number, Name and Job Class of the Substitute  
o The Pay Code and associated Quantity of Days indicator (.50 for a half day or 1.0 for a 

full day), the associated daily rate and the calculated amount 
o An Allocation Code if applicable (this would be a split account associated with the 

teacher the sub is working for) 
o The Account Number that the Sub Record is being charged to. This account may need 

to be updated if 
 The Absent employee is Grant Funded 
 The Absent Employee has a GL Allocation 

o The Account Number that the Absent Employee’s pay is charged to 
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The Audit Tab is for Payroll use only. 
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Munis Time Entry in Review 
 
If all entries are correct on the Time Entry Detail screen and no changes are needed, scroll to the next 
employee. 
 
To make changes to a recor, or to add additional information:  

1. Click on Update  to access the fields on the screen. ALWAYS press the Tab key to move from 
one field to the next.  

2. Make any changes to the record, as necessary. 

3. Click Accept  to save changes. 

4. Use the navigation arrows at the bottom of the screen to scroll to the next record and complete the 
above process for each employee. 
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The Time Entry Detail opens, defaulting to the Employee tab. 
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Click on the Substitute tab. It is from the Substitute tab that Substitute Records are updated.  

 

As shown on the screen above, there is not a substitute associated with this record. Use the directional 
arrows at the bottom of the screen to move to the next record. 

 

 

 

 

 

 

 

 

 

  

Directional 
Arrows 



 

Munis® Payroll Processing, Version 10.1                                                                             Page  16 
  

In the sample below, Record # 2 does have a substitute record requiring an update. The record below, 
as with ALL Substitute records, does not contain the Quantity of Days to pay this Substitute. This field 
MUST be updated, or the Sub will not be paid.  To update the record, click on  Update. 

 

Clicking Update returns the view to the Employee tab. Click on the Substitute tab again and the 
screen will be available for update. 

 

Quantity shows 
0.00 
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After returning to the Substitute tab, tab through the fields to the Quantity field. In this example, the 
record has been updated to reflect a full day (1.0).  If the GL field requires updating, tab to the account 
field and add the appropriate account code. Once all necessary changes have been made to the 
record, click Accept (green check).   

 

 

  

Updated this field 
to 1.0 



 

Munis® Payroll Processing, Version 10.1                                                                             Page  18 
  

 

Scroll to the next record. When a substitute works for an absent teacher that has an allocation (split 
funding code) on the pay record, the substitute defaults into Time Entry with the same allocation.  This 
will need to be updated. An example of a teacher/substitute with an allocation appears below.  In this 
example, the quantity field has not been updated. Click Update to change the allocation and the 
quantity fields. 

 

Tab to the Quantity field and enter the appropriate time (.50 or 1.0). Next, Tab to the Allocation field 
and delete/remove the allocation. Tab to the Account field and enter in the appropriate sub account 
code. No changes are required in the Employee GL section. 

Click Accept (green check) to save changes.  
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In this example below, the record is missing the amount in the Quantity field and the Account is 
invalid.  The account is invalid because it contains letters (PAYR).  If PAYR appears in the Account, it 
MUST be changed to a valid account code. 

 

Click Update and tab to the Quantity field and enter the appropriate time (.50 or 1.0). Next, tab to the 
Account field and update with a valid account code. Click Accept (green check) to save changes.  
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In this example, the record is missing the Quantity and there is no account defined.  Both fields need to 
be updated. 

 

Click Update and tab to the Quantity field and enter the appropriate time (.50 or 1.0). Next, tab to the 
Account field and enter the appropriate account code. Click Accept (green check) to save changes.  

Scroll to the next record, review the data and make changes if necessary.  Continue scrolling to the 
next record until all Substitute records in the batch have been reviewed and updated. 
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After all Substitute records on the Substitute tab of the batch have been reviewed, Click on the 
Employee tab. Click on Search and then choose the S-Sub Only option from the Absence field drop-
down. Click Accept (green check). 

 

S-Sub-Only is the indication that the substitute is covering for a VACANT Position. There is nothing on 
the Substitute tab of these records. Updates to these records are done on the Employee tab. These 
records involve both Instructional Subs as well as Non-Instructional Subs. The Job Class field will 
indicate an Instructional or Non-Instructional position.  
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In this example the Job Class the record indicates a Sub Non-Instructional.  Non-Instructional 
records are typically created for FNS, Custodial and Instructional Assistants.  The record below has no  
account.   

 

Tab to the Account field and enter the appropriate account code. Click Accept (green check) to save 
changes. 
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In this example, the S-Sub Only is missing the amount the Quantity field and the Account is invalid.  
The account is invalid because it contains letters (PAYR).  If PAYR appears in the Account, it MUST 
be changed to a valid account code. 

 

Click Update and tab to the Quantity field and enter the appropriate time (.50 or 1.0). Next, tab to the 
Account field and update with a valid account code. Click Accept (green check) to save changes.  

Update all S-Sub Only records in the batch. 
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From the Time Entry detail screen, click Search. 

From the Absence drop down, choose Y-YES. Click Accept (green check).   Y-YES records are 
absence records for employees.  These records should be reviewed for accuracy. 

In this example, assume that the employee took true personal time, not related to illness.  If the 
Personal Balance is negative, this record must be changed to Leave Without Pay (LWOP). 

 

Click Update. Tab to the Pay field and change the code from 320 to 390 (LWOP).  Next, tab to the 
Quantity field and change the positive (3.75 in this example) to negative hours (-3.75). Tab until the 
Amount field becomes a negative amount.  Click Accept (green check) to save changes.  The 
modified record appears below. 
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In this example, the employee is attempting to take 7.25 hours of Personal leave, but only has 3.25 
available (note the Accrual Balance box indicates that taking 7.25 will result in a negative balance of -
4.0). This record must be adjusted.  

 

Click Update. Tab to the Quantity field and change the hours 7.25 to 3.25.  This will result in a zero 
balance vs a negative balance. Tab until past the account field.  Click Accept (green check) to save 
changes.    A LWOP (390 pay code) record must be added for the 4.0 hours that the employee took, 
but did not have the leave balance hours to cover. Click Add. Enter in the From and To dates of the 
absence. Tab to the Absence field and select  YES from the dropdown. Tab to the Employee field and 
enter the employee number. Tab to the Pay field and enter pay code 390 (LWOP). Tab to the Quantity 
field and enter in the LWOP hours as a negative number (-4.0 in this case). Tab until the amount field 
shows a negative.  Click Accept (green check) to save changes.   
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In this example, the employee earns Vacation Leave but has none available. This record needs to be 
adjusted.  

 

Click Update. Tab to the Pay field and change the code from 300 (Vacation)  to 390 (LWOP).  Next, tab 
to the Quantity field and change the positive (7.25 in this example) to negative hours (-7.25). Tab until 
the Amount field becomes a negative amount.  Click Accept (green check) to save changes.  The 
modified record appears below. 

 

NOTE:  If the employee has some Vacation available,  but not enough to cover all hours taken, modify 
the Vacation record to use the available balance and add a LWOP record with a negative amount for 
the uncovered hours, as shown in the personal example earlier. 
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Review all Absence Y-YES issues.  If the record on the screen requires no updates, use the 
navigational arrows at the bottom of the screen to move to the next record. 

After the review of Absence Y-YES is complete, click Search and use the Absence dropdown to select 
N-NO.  Click Accept (green check). 

 

Most of these will be Temporary Duty records. Review these records. Click on the Browse icon. 
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Review the Temporary Duty list in Browse to quickly review pay codes.  If a record requires updating, 
click on the line of the record and click Accept (green check). This will close the Browse window and 
open the Detail view.  To close the Browse window without viewing detail, click on Return.   
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Proofing the batch (verifying what is in the batch, with the option to make 
corrections) 
 

Once all records in the batch have been reviewed, run a Time Entry Proof Report. To run the report,  
click on Return to go back to the Batch Header screen. 

 

 

From the Batch Header screen, click on PDF. This option provides an option to save the report and 
print it. 

 

Choose the Report “TE PRF RPT” (TIME ENTRY PROOF REPORT) and then define all other fields as 
shown below. Click Accept (green check).
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Review this report very carefully. Look for the following: 

Sub Teacher records that contain letters in the account.  

Sub Teacher records that do not have an amount in the “AMOUNT” COLUMN. 

The example highlighted below has both issues in the same record. These issues MUST be resolved. 
To correct issues found on the report, return to the batch, find the employee and make corrections. 

 Continue to run this report and fix the issues until all errors have been corrected.  

 

 

To find and correct issues, click on Resume. 

 

Select Detail and then click OK. 
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To correct a substitute record,  click on Search 

 

 

 

 

Click on the Substitute tab.  Enter in the Employee Number from the Time Entry Proof Report.  
Click Accept (green check). 
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An employee may have more than one record; verify the date of the record that requires correction prior 
to updating. If there is more than one record, use the navigational arrows at the bottom to move from 
one record to the next.   

 

Click Update.  The record will open in the Employee tab.  Click the Substitute Tab and correct the 
issues found on the Time Entry Proof Report.  On the sample report, the Sub had no days indicated 
and had “PAYR” in the Account.  To correct, tab to the Quantity field and enter in the appropriate 
quantity.  Tab to the Account field and enter the correct account code.  Click Accept (green check). 

Once all issues noted on the Time Entry Proof Report have been corrected, click on Return to 
navigate back to the Batch Header screen. 

From the Batch Header, run the Time Entry Proof Report to verify all corrections have been made 
(see page 29).   

Repeat as needed until all corrections have been made.  

 

 

  

If the employee had 
more than one 

record, this would 
show as 1 of ? 
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Releasing  your Batch for Approval 
 
 
After a batch is reviewed and all corrections are made, batches are released for approval.  To release 
the batch, return to the Batch Header, click on More and then choose the option Release. 

 
 

A message box will appear.  Click Yes to release the batch into the approval process. 

 

Approvers have the option to approve the batch, reject the batch, or forward the batch to another 
approver. If an approver rejects a batch, a comment as to why the batch was rejected is required.  
When a batch is rejected,  the system emails a rejection notice to the batch creator.  If you receive a 
rejection notice, make the necessary corrections to the batch, then click Release on the Time Entry 
Batch Header screen to restart the approval process. 

Batches in the workflow approval process will show a X-In Progress status on the batch header.  
Approved batches will display an Y- Approved status. 

 


