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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.

‘.:' B®@ Tyler Dashboard
p _

DPashboard

Pratile 4 Add View
To

¥ settings  [HE Order Views
Home

Usar Views Tools

unis
Favories

> GCeneral Ledger Menu Munis Product

> Budge! Frocessing

> Purchasing

Munis Applcation

v Invoice Processing

Invoice Approvals \

Modify Invoicea

Munis Program

Recurring Invoices

Invoize Import

Invaize Export

Voucher Print

Import Invoices/Liguidate POs
Furge Accounts Payable invoices
Furchase Gard Import

> Purchase Cards

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.

[@% 0

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.
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\ Time Entry - Munis [HR/PAYROLL TRAINING DATABASE Jan 14 2013]
[Poyroll tdonification —— — ]
Run Warrant Batch

|2 - MANUAL PAYROLL RUN [\PaTTY | 2 |

Batch Information
Department t R

Location 021 | ... FINANCE SERVICES

Comment iTEST

Clerk |smitheypatrica ... Patricia Smithey
Date 01/17/2013 |

Time 11:18

Batch Type |S'I;ANDARD M'J"Is TiME ENTRY

No Exceptions

Posted \N_|

Status | N - PENDING APPROVAL -

Employee Count| 1 |

Approve Reject Ho For

el

| K| 4 j10r2 > Ln ] Q]

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.

Munis® Payroll Processing, Version 10.1 Page 5



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.

Payroll Process

Payroll Run Type 1 BIWEEKLY
Payroll Warrant SFTST3

i \ Payroll Period Begin Date 05/13/201
= / Payroll Period End Date 05/26/2013
Payroll Check Date 05/31/2013

Continue with this payroll process?

|. Yes | [ No |

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.

Munis® Payroll Processing, Version 10.1 Page 6
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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.

Time Entry - Munis [HR/PAYROLL

@& Q

1= B" Text file ﬁ_‘ 55 Word P Vot Jit Add Batch  Import

PDF plink ¥ | Scan Detail Merge

Print

Exca TCl
v B Preview . Schedule Yot A Aletts ¥ Resume E More... v

Output Office Tools Menu

Time Entry - Munis [HR/PAYROLL CONVERSION DB Jul 22 2013]

Payroll Identification

Run Warrant ﬂatch
|1 - BIWEEKLY PAYROLL RUN ||sFTsT3 I |

Batch Information

Department

Location
Comment

Clerk

Date

Time

L { L

Batch Type

=~ No Exceptions
Posted

Status

%)

[ g

Employee Count

Approve

Reject Ho Forw Approvers

| K |4 Joofo fL» n_Juu

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).

Munis® Payroll Processing, Version 10.1 Page 7
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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 - Munis [HR/PAYROLL

Add Batch  Import

s W Textfile | g G sord - S
ents plink v Scan Detail Merge
c T

bal W POF (& Email
Print =0
cate v [ Preview [€] Schadule v A Alerts v Resume

Output Office

Batch

Warrant
||sFTsT3

|1 - BIWEEKLY PAYROLL RUN

Batch Information

Department

Location 0311 .. COTEE RIVER ELEME

Comment |

Clerk |a|myjustin ... " Justin Almy
Date |08/19/2013

Time j16:3¢ |

Batch Type iSTANDARD MUNIS TIME ENTRY

No Exceptions

Posted IN_I

Status | N - I;ENDING APPROVAL v ]

Employee Count| 43

(Wordow |
Approve Reject Hold Forward Approvers

BN > )] E)

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.

=] I8} Text file

PDF [=] Email
v B Preview ' [@) schedule

Print

Output
Time Entry - Munis [HR/PAYROLL CONVERSION DB Jul 22 2013]
Payroll Identification

Run Warrant Batch

Il - BIWEEKLY PAYROLL RUN ||sFrsTs | 18]

Department |

Location 0311 | ... COTEE RIVER ELEMENTARY

Comment | ‘
Clerk |almyjustin ... Justin Almy

Date 08/19/2013 | |

Time 16:34

Batch Type |STANDARD MUNIS TIME ENTRY

No Exceptions

Posted |l\l__|

Status | N - PENDING APPROVAL - |

Employee Count| 43
ove H 3 - VErS

Reject

W e

7 Taxt file E 3 word
3 = el

3} > Time Entry Scan Detsd

Record Number From Date To Date Absence  Emp # Employee Super #

Add Batch  Import

Scan Detail M rge

A Alerts v | Resume E More... ¥
M

Time Entry Scan Detall

Sub Quanury  23.500
Sub Amount  230.30

le | v: ,1 5 < » 106107

Job  |Pay Quantity UOM Rate  +
1 05/24/2013  05/23/2013 ¥ 803042 ARDITO, JOSEPHINE 4005 320 3.750 H —
2 05/17/2013 05/17/2013 Y 836927 ARSENEAU, SHANNON M 3009 310 7.250 H
3 05/20/2013 05/20/2013 ¥ 836927 ARSENEAU, SHANNON M 3009 320 7.250 H
4 05/17/2013  05/17/2013 ¥ 827308 BACHMANN, KIMBERLY K 3307 320 7.250 H
5 05/13/2013  05/13/2013 ¥ 827308 BACHMANN, KIMBERLY K 3307 320 3.50C H
6  05/14/2013  05/14/2013 ¥ 827308 BACHMANN, KIMBERLY K 3307 320 3.500 H
7 05/24/2013 0s/24/2013 Y 827305 BACHMANN, KIMEERLY K 3307 350 7.250 H
8 05/20/2013  0S/20/2013 ¥ 800460 BARRERA, MARIA E 3307 320 7.250 H
S 05/23/2013  05/23/2013 5 0.000
«| (54
Column Total
Quantity 390490
Amount 0.00

Munis® Payroll Processing, Version 10.1
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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

The From and To date of the record

Absence

The Employee Number, Name and Job Class

Pay Code, Quantity of hours being paid, any associated Pay Rate, and the calculated
amount (if applicable)

The GL Account Number associated with this entry
The Employee’s Location

A “Reason” (if applicable)

Any applicable Notes

An Accrual Balance box and a Sick Bank box

O O O O

O O O O O

Time Entry Detail

! - ¥ Dalata - £ il ] Word Motaz v B Stored Entry  Mamory OFF ":
- Qlabal w [=] Email Attachments {74 1 v Find Pending Mass Holiday |
Add  LUpdate Evew Ranxn
(g bupbcate . v = [8) schedule ’ S ¥ Pctivity Cost  Extra Pay
Office Tocls Menu
o E uriz |HF Entry Datail

Payroll 1dertification

Run ‘Warrant Batch Start End
bl Lt ||sFTsT3 | 18 |05/13/2013 | 05/26/2013 |

Employee | Substitute | Audit

Erom Jo, Absence | ﬁ;Taxt
| [os/24/2013 |5 |os/24/2012 | Y- YES 3|

Employee Last Nome First Neme MI  Supervisor

[ 803042 | .. |aromTO |poseprine [ 0

Desartman: =

Activity | - PERSONAL -3.7500

Job Class |4cos |... INSTRUCTIONAL ASST ESE

I—I Sick Bank

Pay 320|.. PERSONAL LEAVE

Quantity | 3,750 | HDURLY

Rate 0.0000 Amount 0.ca

Allocation ol | 53

Project Allocation |

Project Account | |

Account idTlG.DETLl1.34014.515000.5200.37ﬂ3 |
Paraprefessional

Location i0311 ..» COTEE RIVER ELEMENTARY

Reason o =3

Notes i922711

Work Order | | |

Reference

|
| FEN T N ER V=]
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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

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

o

HlJ -l Time Entry

a5 Ward o Not=s
il i
teE @Eﬂ\d TCM

Stored Entry  Mamory CFF f'{

s Find Pending Mass Holidey
[@) Schedule

Offica

= WV  Activity Cost  Extra Pay

Manu
3] = Time Entry Detall

Payroll Identification

Run

Warrant Batch Start End
1 - BIWEEKLY PAYROLL RUN |SFTST‘3 “ 18“05;' 13/2013 ||OS;’26/2013 |

Employee | Substitute | Audit

From To Absence
|0s/17/2013 1= |0s/17j2013 | |v-ves - |
Last Name First Name MI Supervisor
| 824745 ... |MAccar |Macuy M || 0
Job Class |eco0 | .. SUBSTITUTE TCHR
Pay |i0| .| SUBSTITUTE TCHR DAILY
Quantity 1.000| | DAYS - |
Rate 55.0000|  Amount 55.00

Allocation =]
Project Allocation

Froject Account | |

Account |1100.0311.11,90000.575001.SIOD.OODD | ‘
Cther Personal Srvs-Sub Teach

Employee GL

Allocation |
Project Allocation | |

Project Account |

Account |1100.0311.11.90010.512003.5100.0000
Classroom Teacher Salary

| 1 || 4 f2of107 RN =]

Munis® Payroll Processing, Version 10.1 Page 11



The Audit Tab is for Payroll use only.

‘ &l Brovise 4 7 Delete

Aod  Upaste

Ig Dudlicate

T y = Munis [HRUPAYRDLL € 22 2013] ¥ Time Entry D=tai
ayroll Identification

Run Warrant Batch Start End
1 - BIWEEKLY PAYROLL RUN |lSFI’ST3 “ i8 |05/13/2013 |05/26/2013

Employee | Substitute | Audit |

Batch 0

Clerk almyjustin

i]ustin Almy
Punch In | 7|
Punchout| |

Siatus| - |
Clerk | |

Date 1

1o i ENERENTE]

v

. Attachments |

Time Entry

Stored Entry  Memory OFF | g9
Find Pending  Mas= Heliday
Activity Cost  Extra Pav

Manu

Munis® Payroll Processing, Version 10.1
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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.

Click Accept _. to save changes.

Use the navigation arrows at the bottom of the screen to scroll to the next record and complete the
above process for each employee.

Munis® Payroll Processing, Version 10.1 Page 13
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The Time Entry Detail opens, defaulting to the Employee tab.

Time Entry Detail

1 G
! =] Email : Attachments 15 Maplink v Find Pending  Mass Holiday
. o

[8) schedule A s ¥  Activity Cost  Extra Pay

Motaz v ' Audit Stored Entry  Mamory OFF

Menu

Warrant Start End

||sFTsT3 18 |05/13/2013 | 05/26/2013

| Rubstitute | Audit
From To Absence IgTact
|os/2472013 |77 |os/24/2013 |5 |v-vES ~)
Employee Lest Nome First Neme MI  Supervisor
[ 803042 .. |arrmo |paseprine [ 0
Department =
Adtivicy | - PERSONAL -3.7500
Job Class |4cos |... INSTRUCTIONAL ASST ESE
Pay 320| .. PERSONAL LEAVE
Quantity [ 5750 |Hourwy .

Rate 0.0000, Amount 0.00
Allocation U =

Project Allogation |

Preject Account | 7 l

Account i4210.0311.11,31014.515000.5100,3703 |
Paraprcfessional

Location 0311 |.. COTEE RIVER ELEMENTARY

Reaszon o I =

Notes [szz711

Wark Order | l :

Reference |

CREN 7 2 D E V]

Munis® Payroll Processing, Version 10.1 Page 14
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Click on the Substitute tab. It is from the Substitute tab that Substitute Records are updated.

Time Entry

Starad Entry  Mamary OFF ."4‘

B emal = 6% Mag ¢ | FndPending MassHoday
@) Schedula Nots? b Alec= v Activity Cost  Extra Pay :

Menu Feturn

1137 > Time Entry Detall

Run Warrant Batch Start End
1 - SIWEEKLY PaYROLL §lN |sersts || ie|esisjzors [osrzsszons
Employee ISubﬁtiM Audit |
From To Absence
[os/24/2013 | 77 [os/2ar2003 |55 [v-ves - |
Last Name First Name MI Suparvisor

9 | | | o
Job Class
0.
|

Fay

Quantity 0.000 [7 -

Rete 0.0000| Amount 0.00

Allocstion

Project Allocaton
|
I

Project Account

Account

Employee GL . .
allocation Directional
Project Allocation AI’I’OWS

Project Account

Account 4210.0311.11,34014.515000.5200.3703 /

Paraprofessional

H | 4 Jtofio7 ERER EYiEY

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.

Munis® Payroll Processing, Version 10.1 Page 15
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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.

Time Entry

¥ Delete Bl =t file Ty E= W S v B oaud Stored Entry  Memory OFF l"i:"
Fe = i
I f
lotiem

Slabal v {7 Mzplink + | Find Panding Mazs Holiday
Add  Updata r . C

B ounlicata otif 8 Alerts W Acbvity Cost  Extra Pav

& Ertry Dacai

Payrol|
Run Werrent Batch Stert End
|1 - BrwEEKLY PAYROLL RUN |sFrsTz | 18(05/13/2013 | 05/26/2013 |

Employes  Substitute | audt |

From To Absence
osn7/2013 |5 05132013 |5 [v-vES -
Last Name First Name ™M1 Supervisor

824745 ... [maccar [[Macwy [ 0

Tob Class [s000 |...| sussTITUTE TerR ' )
_120 TCHR DAILY
Quantity c.o00| [pay; - .
= | ' == J o Quantity shows

Allocation [ |- = 0.00
Froject Allocation | |
Project Account [ ‘
&ccount |llﬁU.DSllJl.9(]000‘575001.51003000 ' e

Other Personal Srvs-Sub Teach
Aallocation [ ]

Project &llocation | |

Project Account | |

Account |1100.0311.11.90010.512000.5100.0000
Classroom Teacher Salary

| 4|4 [2efr07 N EAEYEY

Clicking Update returns the view to the Employee tab. Click on the Substitute tab again and the

screen will be available for update. /

Time Entry

End

[t - rweexiypavro RUN I 1805/13/2013 | 05/26/2013 |

| Employ Substtute t

From To Absence G
| oms [i3] [osrzr2013 |[i3] [v-ves |

Employee Last Nama First Kame M Supervisar
B ARSENEAU |[srtemmon (]
Department &
Ackivity e 7 PERSONAL  -14.5000
Job Class 3009 |...| TCHR ELEM K5

Pay 320|..., PERSONAL LEAVE
Quantity 7.250] | HOURLY - |

Rate 0.0000  Amount | 0.00

Allocation |- 2]

Project Allocation

Project Account |7

Accaunt 1100.0311.11.30010.512000.5100.0000 =)

Classroom Teacher Salary

Location {0311 |...| COTEE RIVER ELEMENTARY

- L) (o5

Notes 9\14?1

Wiork Order | ]

Reference |

20f 107 " A=
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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).

Time Entry

Envy Decail
Payrol| 1dentifi
Run Warrant Batch Start End
|1 - BIWEEKLY PAYROLL RUN |sFrsts || 18||0s/13/2013  |0s/26/2015 |

Employee | Substitute | Audit |

From To Absence
|osi1772015 |7 |osfa7/2013 |5 |¥-ES |
Last Name First Name

. 824745 .. MACCAR |[mwacur Updated this field

Job Class 9000 |...| sussTrTuTE TCHR to 1.0
pay | 120|...| sussrrurz TCaR
- & ]

Rate [ 55.0000  Amount 55.00
Allocation ) |_| @|
Project Allacation |_.|

Project Account | [|

Account |1100.0511.11.50000.575001.5100.0000 |
Other Personal Srve-Sub Teach

Allocation ]
Project Allocation

Project Account |

Account i1100.0311A11»9001&512000.5100.0000
Classroom Teacher Salary

| |20F207 AR IE

Munis® Payroll Processing, Version 10.1 Page 17
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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.

Time Entry

Storad Entry  Mamory OFF " )
¢/ Fnd Panding  Mass Boliday

" @) Schedule

Office

¥  Activity Cost  Extre Pay

Menu Feturn

Payroll Identification
Run Varrent Balch Start End
1 - BIWEEKLY PAYROLL RUN |SFI'ST3 | 18| 05/13/2013 |D5/26.r'2013 |

Employae | Substitute | Audit

From To Absence
|os/20/2012 | |05/20/2013 |¥-ves - |
Last Name First Name MI Supervisor
810728|... | WALDRUP ||[ELAINE |b_|| o
Job Cless 9000 |..| SUBSTITUTE TCHR
Pay | 120]...| SUBSTITUTE TCHR DAILY
Quantity [ 0.000, | DAYS = |
= 8000 Amount 0.00

—
Allocation | ..} (S

Project Allccation

Project Account | | .

Account |
TEACHER INST TECH
Employcc GL

Allocation | 11]

Project Allocation | |
Project Account | )
Account |

TEACHER INST TECH

W e GInlala]

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.

Munis® Payroll Processing, Version 10.1 Page 18
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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.

Time Entry

¥ Delate B, Text fils Word — tas v 7 Audit Stored Entry  Memory OFF "

Find Pending  Mass Holday

T Duplicate . e ' [@) schedule HotFy Nerts v Actvity Cast  Extra Pay

Office

13] > Time Entry Detail

Run Wamant Batch Staort End
il - BIWEEKLY PAYROLL RUN |SFTST3 | 18/05/13/2013 |05/25;‘201 3 |

Employes | Substitute | Audit

From To Absence
||osr202013 | o= josr20/2013 | |Y-YES ~ |
Last Neme First Name MI Supervisor
| 331079| |wooos ||sHana | N | 0
lob Class igaan | | suesTITUTE TCHR
Pay 7120 | «es| SUBSTITUTE TCHR DAILY
Quantity | 0.000, | DAVS v
Rate [ 550000 Amount 0.00

Allocation we| B
Project Allocation o

Account |11UO.PAYR‘DU.WDOO.SIOUGU.5000.0000
T
Allocation
Project Allocaton | R

Project Account |
Account Ix1COA0311.11.90010.512003.5100.0000
Classrcom Teacher Salary
| 1| 4 |[390F107 N

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.

Munis® Payroll Processing, Version 10.1 Page 19
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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.

; D] IélErnali

[@) schaduts

Starad Entry

k ¥ | Fnd Pending
= v | Activity Cost

Me

Time Entry

Mamary CFF "‘
Mass Holiday

Extra Pay

nu

Payroll Identification
Run Warrant Batch Start End
i1 - BIWEEKLY PAYROLL RUN ||sFTST3 | 18 05/13/2013  |05/25/2013 ]

Employee | Substitute | audit

From To Absence
[os/a7r2013 |5 Josiazz013 |55 [v-ves - |
Last Name First Name MI Suparvisor

809953/ ... |eruBEL | kerth Ll 0

Job Class |so00 |...| sUBSTITUTE TCHR
| UTE TCHR DAILY

Quantity | 0.000| [DAYS - ]
Tete - Amount 0.00|
Allocation =

Project Allccation
ot L L

Account |

Employes GL
Allocation

Project Allocation

Praject Account

Account 4210.0311.11.34014.515000.5200.3703
Paraprofessional

| M| 4 |[s8oft07 e ln]ald)]

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.

Munis® Payroll Processing, Version 10.1
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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 $-Sub Only option from the Absence field drop-

down. Click Accept (green check).

l”': T R v

X i
Rl one Time Entry

®©6 °
Accopt Camodl ool
7 Query Builder

Confirm Search

Payroll Identification
Run Warrant Batch Start End
1 - BIWEEKLY PAYROLL RUN |sFrsts || 18||05/13/29f5 | 05/26/2013

Employee | Substitute | Audit

From To Absence =T

(=] |55 |s- sue onwy [ v]
Employee . Last Name Erst Name ) rva ) Supervisor

Jex | I Il |
Department
Activity o
]P:I; o {—J : Sick Bank
Quantity | i i
Rate [ [ Amount -
Allocation 3 & =
Project Allocation | I 2
Project Account | | .
Account | |
Location |—| =
Reason ;] ol B
Notes |
Work Order | Jis L e
Reference | |

|0 of0 | W =l

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.

Time Entry

ord - Stored Entry  Memory OFF "‘\’ \
=] emait L + | Find Pending Mass Holiday
Tom R

ﬁscudult utify £ ¥ | Actvity Cost  Extra Pay
Office Tools Meny

] > Tumie Encry Detail

Run Warrant Batch Start Erd
1 - BINEEKLY PAYROLL RUN ||sFT5T3 | 13 i05/13/2013 |[05/26/2013 |

Employee | substitute | Audit

From To Absence & Text
[0s/23/2013 | 17 |05/23/2013 = | S - SUB ONLY -
Employece Last Name First Name MI Supervisar
802064 | ... CAYE BEVERLY m 0
Department &
M v o ) |
 S—
Job Class S003 .| SUBSTITUTE NONINSTR
jso03 |
"Pay 75 TUBCTITUTE NONINGT HOURLY '

Quantity 2.500 [Hourwy v
Rate 7.7900|  Amount 35.06

Allocation =
Project Allocaton Lo

Project Account

Account

Location 0511 i

Reason | s (B2

COTEE RIVER ELEMENTARY

Notes 014623

Wark Order [ |

Reference

ORI Y=l

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.

T OwV

! Time Entry
.J Home

F @ ¥ bl ) Taxt f S < dit Stored Entry  Memory OFF
v Ginba = r ¢

|
Global w v  Find Pending Mass Holiday
Add  Updste esl T Rty

Vv Activity Cost  Extra Pay

Menu

R Entry Detai
Run Warrant Batch Start End
|1 - BIWEEKLY PAYROLL RUN “SF‘I‘STS | 1ﬂi 05/13/2013 ||05/26/2013 |

Emplovee  Substitute ! Audit

From To Absence | & Text
05/13/2013 | - |05/13/2013 1= |s-sueony - |
Employee Last Name First Name MI Supervisor

829526 | ... |GRISMER |PaMELA L | 0|
T e
Actiity [
Job Class 9000 |.. SUBSTITUTE TCHR

[o0c0_

Pay 120|..., SUBSTITUTE TCHR DAILY
Quantity | 0.000 | | DAILY v |
Rate | 65.0000| Amount | 0.00|

Aliocation i =
Project Allocation

Project Account | l E

Account irlIOU.PAYR.OGS(XJOOJ10000.5000-0000 - |
Salanes

Location 0311 | .. COTEE RIVER ELEMENTARY

Reason =

Notes |911231

Work Order | | :]

Reference | |

| M | 4 |3afsD e v QB

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 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 iliness. If the
Personal Balance is negative, this record must be changed to Leave Without Pay (LWOP).

“Time Entry

Stord Entry  Memony OFF @Y

v Fied Pending  Macs Holiday

v Actuty Coe  fven Py

Pe | 1dentification

neban,

Run Warrant

Batch

Start End

Project Allocstion |
Projct Account

1 - BIWEEKLY PAYROLL RUN Jsmss || 18][05113/2013_|[05/26/2013
EmployeR | Substtute - Audit
From To Absence & Text
05/24/2013 05/24/2013 [v-ves
Employee Las: Name First Name ML Superviser
803042 | iﬂﬂDITO "lDSfPNl“E o
| Department
PERSONAL  -3.7500
Activity "
Job Class 2005 | INSTRUCTIONAL ASST ESE
Sick Bank
Pay 320(,.. PERSONAL LEAVE
Quantity 3.750 | HOURLY
Rate 0.0000] Amount | 0.00
Allocation 2

Account 4210.0311.11,34014, 31 3000,5200.3703
Paraprofessional

Location 0311 COTEE RIVER ELEMENTARY
Reason =

Motes 922711

Work Order |

Reference

M | 4 i1ofsa >

nwjalE

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 appea

Payroll Identificabon

rs below.

Time Entry

Stored Entry  Memory OFF R
]
v Fird Dumding  Mams Holaley

v Adivity Cot

ETaxt

Ml Supervisor

Run Viarrant Batch Start End

1 - BIWEEKLY PAYROLL RUN SFTST3 " 18 |05/13/2013 |ﬂ5.’15\.'201! |

Employee | substitute | Audit

From To Absence

05/24/2013 05/23/2013 |v-YES -

Employee Lect Name First Name

603042 ARDITO JOSEPHINE 0

| Department |

Activity |

Job Class |4005 INSTRUCTIONAL ASST ESE

Pay | 390]...| LEAVE WrTHOUT PAY

Quantity -3.750| | HOURLY |

Rate | 8.6000|  Amount -32.25

Aliocation | =

Project Aliocation |

Project Account |

Account |4210.0311.11.34014.515000.5200.3703
Parsprofessional

Location 0321 COTEE RIVER ELEMENTARY

Reason | =

Notes |922711

Wark Order [ el

Reference | |

L] ¢ [efi0z DY ENE

trw Dy
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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.

(]
G

Time Entry
Stared Estry  Mamory OFF
v Find Peoding  Mess Holubey

¥ | Atiity Qost  Extra Pav

Ry Warant Stat End
1 - BIWEEKLY PAYROLL RUN SFTST3 18 05/13/2013 05/26/2013
Emplayes | Sybsttute | Audit
From To Absence [BText
05/17/2013 05/17/2012 | v-Yes |
Employee Last Name First Hame LN Supervisor
807049 HILKENE T00D A ol
Department :
I Actinty PERSONAL -4.0000
Job Class 3307 | TCHR [NTELLECTUAL DISABILITY T T—
- EAVE
— :
Quantity 7,250 QHOURLY
= | 0.00|
adlocation =2

Project Allocation

Project Aceount

Lecount 1100.0211.11.90020.512000.5200.0000

Cisssroom Teacher Salery
Location 0311 |..| COTEE RIVER ELEMENTARY
Resson | =
Hotes 911201
work Order
Reference
Wl o fosose 7 e |0 IRNE

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.

Time Entry

Ran Warae: Batch Stat Ena
1 - BIWEEKLY PAYROLL RUN |isFesTa 18| os/13/2013 | 0s/26¢2013

Emplovee | substitute | Apdt

Fram To Absence

[osrizaons [ [osrzez00s [32) |v-ves

Employee Loct Nome First Name ML Supenisor

| 507043 ... HULKENE TooD a 0

st |
Addivity | |

Job Closs |3307 [u| TCHR tNTELLECTUAL DISOBILITY
Pay | 390f.-| Leave wrmHouT Ry

Quantity | -2.000| | HOURLY

Rate | 24.7755|  Ameuat -95.10

Allacetion | |- L2

Project Adocation o)

Project Acoourt |

Aocourk |1100.PAYR.00.50000.510000.5000.0000
salares

Location lost foe

Reazon | =
Wetea o1z - osp2e3
Viork Order |
Reference |

nelo
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In this example, the employee earns Vacation Leave but has none available. This record needs to be
adjusted.

Time Entry

el eniy Menanyort || gh

v | Find Pending  Mas Holiday
Tt
v | Actiity Cost  Extra Pav
qe

Run Wacrant Batch Start End
1 - BIWEEKLY PAYROLL RUN J|sFrsTa 18)[05/13/2013 | 05/26/2013

Employee  substtute | Audit |

From To Absence ) e
05/21/2013 |0s/2172013 ¥ - YES -
Employee Last Name First Name M1 Supervisar
T sz KELBERLAL ELISABETH il o
| Department.
Addivity VACATION -7.2500
Job Class. 5022 |...| TCHR NUSIC ELEMENTARY
Pay 300|... VACATION LEAVE eI Tm——
Quantity '7,2sn| HOURLY M
Rate 0.0000| Amount 0.00
Allocation =

Project 4llozation

Project Account

Lzcount 1100.0211.11,90010.512000.5100.0000

Clessroom Teacher Seiary

Lacation 0311 |.. COTEERIVER ELEMENTARY
Renson | =

Notes 518642

wark Order |l
Refarence

LH| 4 [42cfis RAENENE

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.

AR

I ‘V‘ ome Time Entry

® ®

1dentification

Ry Warrant Batch Start end

1 - BIWEEKLY PAYROLL RUN ||sFrsTa 18)[0s/13/2003  |os/2a/2003 |

Employee | Substtute | Audit

From To Absence
osiz1z013  |[iE)[osv2nz0ts ) (v-ovEs
Employec Lozt Hame First Name M1 Supervisor
820372 KELBERLAL ELISABETH T ]
| Department fee
Adtiity
Job Class 3022 |.| TCHR NUSIC ELEMENTARY
T [scksank ]
Pay | 390|...| LEAVE WITHOUT PAY
Quanty -7.250| |HOURLY
Rate 24.7755|  Amount -179.62
allocaticn || L2
Project 4llozation ]_ il
Project Account s
Account 1100.0311.11,90010.512000.5100.0000 [=
Classroom Teacher Salary
Location 0311 [w| COTEE RIVER ELEMENTARY
Reason L el 2
Potes 916642
Work Order Josll s
Reference
Lt (420 108

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).

Time Entry

Run Warrant Batch Start End
|1 - BIWEEKLY PAYROLL RUN |i5FTST3 18 05/13/2013 ||05v2m'1013 |

Employee Avdit

From To Absence b Teit

i3] | |3 (m-mo

Employee Name ML Superviser

| | | I |
:

Department

Activity

|
|
Job Cl. | &
- L

Pay

Rate

[

Quantity | |
L
|

Allocation
Project Allacation
Project Account |

| sccount | |

Location | .
Reason L et (2B
Notes |
Work Order |

|

Reference

|0ofD

Most of these will be Temporary Duty records. Review these records. Click on the Browse icon.

Time Entry

e & ) . Biored Entry  Memory OFF | g

Find Perding  Muax Holidey

= B i B Aachmenia | [ My
= Redum

W Activiby Cost Extim Pay

Ratuin

Warrant Batch Stert End
1 - BIWEEKLY PAYROLL RUN HSFTSTS 13 05/13/2013 05/26/2013

Employes | Sybsttute | Audit

From To Absence G Text |
05/14/2013 05/14/2013 N-ND -

| Employee Last Name First Mame ML Supervisar

35510 STROBL JEFFREY A 0

Department Accrual Balance
activity |
Job Class 2002 |..| DECHAVIOR SPECIALST
Pay 350| ... TEMPORARY DUTY
Quantity 7.250| | HOURLY |
Rate 0.0000| Amount 2.00
Aliocation | =

Project Alacation |
Project Account

Account 1100,0311.11,90021,513000.6300.0000
Other Certified Salary
Location &; COTEE RIVER ELEMENTARY
Resson \ =
Notes 916910
Work Order | .
Reference —
] 4 faofs IENENE V|

Munis® Payroll Processing, Version 10.1 Page 27



@

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.

F @D
‘[‘y‘ e Time Entry
& & z

S ) Tt i G Word

Rerwph  Comecnl

T Enzy + Muni | NVERSION DB Jul 22 2013] > Tirts =

Record Number from Date  ToDate Absence  Emp=  Empioyer Super = Supervisor Activity 30b v | Quantity UaN | Rate amaunt slioc Proj Allac
1 05/14/2013  05/14/2013 N 835510 STROBL, JEFFREY A 2002 a 7.250 H 0.0000 0.00
2 os/21/2013  0S/212013 N 818176 VINCENT, TAMARA O 5057 350 4,000 H 0.0000 o.00
3 05/23/2013  05/23/2013 N 618176 VINCENT, TAMARA O 5057 350 6.500 H 0.0000 0.00

| |

Column Total

Quantity 17.750

Amount 0.00

Sub Quantity 0.000
Sub Amount  0.00

Search it

QlZ - v 4 n fref3
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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 Heade{w

Es"’;J m Time Entry

® aa.T.TA * ¥ Delata : .~ 1 il e Hiots v (, Y Stored Entry  Mamory . < "

v Gic 0 [f§ Mozik v Fand Fending ~ Mass Holiday
A Updats : o Fal
- B lica v ( du e ¥ A Al Activity Cost  Exirs Pay

Maru

Payroll Identification

Run Warrant Batch Start End
|1 - BIWEEKLY PAYROLL RUN SFTST3 " 18 'US(IZ.’ZDIJ 05/26/2013

| Employse | Substitute | Audt |

From To Absence \%T;‘l-
05/23/2013 | |- [05/23/2013 | )= [N-NO |
Employee Last Name First Name ML Supervisor

318176 ... IVlNCENT "YRMARA | | 0
Department |
Actty [ T
Jab Class 5057 | .| FNS MANAGER NNB

e |

Pay 350... TEMPORARY DUTY
Quantity T "E.éﬂﬂ HOURLY - |
Rate 0.0000| Amount | 0.00
Allocation | R

Project Allocation )

Project Account

Azcount 4100.0311.11.47000.516000.7600.0000
Other Support Personnel
Location [0311 |... COTEE RIVER ELEMENTARY
Reason v | | ES
Notes 922854
Work Order Jeuk o
Reference ]
H | 4 [sof frfnjaf=|

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

y — E] Browse [1E 7 Delete ¢ ’:1 Text file 25 word F Notes v B Audit Detail Reporting Emps <
@6 ° ¢ + @ Yl i J
O A el Global v PDF

W Advanced Globa E' Email "\ Attachments 7"{5 Maplink v Terminate Org Chart
Update Print Excel Refumn

) Add
(53 Query Builder g Duplicste v B Preview [@) Schedule % TCM A Alerts v Text E More... v

Confirm Search Actions Output Office Tools Menu

Accept Cancel Search

Choose the Report “TE PRF RPT” (TIME ENTRY PROOF REPORT) and then define all other fields as
shown below. Click Accept (green check).

Time Entry

> Tim Entry Report Oprions

Report | TE PRF RPT -
Option | DETAIL |
Include BATCH A
Sort | EMPLOYEE NAME v |
| Employee Subtotals
L) Hide SSN

L_| Dates Qutside Payroll
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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.

"'.:‘. munis

= e S her e solution
08/23/2013 08:14 HR/PAYROLL CONVERSION DB Jul 22 2013 |PG 1

smitheypatricia TIME ENTRY REPORT: CUSTOM REPORT %prtimatt
TIME ENTRY PROOF REPORT

RUN: 1 WARRANT: SFTST3 PAYROLL START: 05/13/2013 PAYROLL END: 05/26/2013
USER: almyjustin LOC: 0311 BATCH: 18

NAME EMP # DPAY DESC ACCOUNT AMOUNT

ARDITO, JOSEPHI 803042 LWOP 4210.0311.11.34014.515000.5200.3703 -32.2500
TOTAL BY EMP 803042 -32.2500

ARSENZEAU, SHANN 8369 3 U
WALDRUP, ELAINE 810728 SUB TCHR D 1100.0311.11.90000.575001.5100.0000 75.0000
TOTAL BY EMP 836927 942.5000
BACHMANN, KIMBE 827308 PRSNL 1100.0311.11.90020.512000.5200.0000 0.0000
HAUPT, B J 810099 SUB TCHR D 1100.0311.11.90000.575001.5100.0000 0.0000
BACHMANN, KIMBE 827308 PRSNL 1100.0311.11.90020.512000.5200.0000 0.0000
WALDRUP, ELAINE 810728 SUB TCHR D 1100.0311.11.90000.575001.5100.0000 0.0000
BACHMANN, KIMBE 827308 PRSNL 1100.0311.11.90020.512000.5200.0000 0.0000
BACHMANN, KIMEE 827308 TEMP DUTY 1100.0311.11.90020.512000.5200.0000 0.0000
HAUPT, B J 810099 SUB TCHR D 1100.0311.11.90000.575001.5100.0000 0.0000

B, B Textfile | g5 G Worm g Notes D Audit Add Batch  Import
PDF o [=) Email ;TCM \tace,, ~t= 24 Maplink v Scan Detail Merge
v [ Preview  [8] Schedue Notify A Alerts Resume  E Mome... v

Output Office [ools Menu Returmn

Select Detail and then click OK.
= oy
‘ Time Entry - Munis [HR/PAYROLL CONVERSION
Home
Payrol Ldentdicatbion

Run Warrart Batch
1 < BIWEEKLY PAYROLL RUN | SFTST3 18

Batch Infoemation
Department |
311 * Detail
Location 10311 |+ COTEE RIVER ELEMENTARY
P — Daily Gnd
Campent Multiple Employees
Clerk simyjustin | Justin Almy ) Multiple Detail .
Date Oﬂll9/2013 | oK J Cancel |
Tine ‘|6 34

Batch Type SYI-NOARD MUNIS TIME ENTRY

No Excepbaons
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To correct a substitute record, click on Search

B, = Textfile Add Batch  Import

— e = o
PDF (=) Email L . ments Maplink v Scan Detail Merge

v [ Preview o Scheduie Not A Alerts v Resume E More... v

Output

Click on the Substitute tab. Enter in the Employee Number from the Time Entry Proof Report.
Click Accept (green check).

Time Entry

me Entry Detai!

Start End
18 05/13/2013 | 0s/28/2013

arrant Batch

|l - BIWEEKLY PAYROLL RUN |SFTST3

Employes | Substitute A/

‘ From / Absence
Last Nalr]e First Name ML Supervisor

s2a7a5 | . Il | [
Job Class -—J T
Pay l ”
Quantity

Rate

sllocation |
Project Allocation
Project Account

Account | Z

Employee Gl
Allocation
Project Allocation

Project Account

Account

0of 0 4 4|3
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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.

Time Entry

Stored Entry  Memary OFF "{, \

nk v Find Pending Mass Holiday
- v  Activity Cost  Extra Poy
Output

Meny

Run Warrant Batch Start End
1 - BIWEEKLY PAYROLL RUN ] SFTST3 [ 18 |05/1 3/2013 “05;‘2512013 ]

| Employse Substitute | Audit

From To Absence

[0s/17/2013 | i< |05/17/2013 | 4= |- vES |

I ) Last Neme First Name ML Supervisor
| 824745 . |maccar | macuy | 0
Job Class [s000 | .| sussTrTUTE TCHR

Pay 120(... SUBSTITUTE TCHR DAILY

Quantity - o.000 |pavs -

Rate | 55.0000| Amount | 0.00|

Allocation I -] [
Project Allocation 77 If the employee had

Project Account [ B more than one
Account |1100.PAYR.00.90000.510000.5000.0000 Jies record, this would

Salaries
show as 1 of ?

Allocation

Project Allocation

Project Account

Account 1100.0211.11,90010.512000.5100.0000
Classroom Teacher Salary

KRR

ENENENTE

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.
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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.

B, B Teane o 60 . PP Notes Add Batch  Import

v PDF T @ Email s o, == Y Maplink v Scan Detail Merae
Print Excel D TCM Retum

cate v [ Preview (€] Schedule Notify A dlerts v  Resae E More... v

Output Office Menu Return

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

| Release Batch

-
‘ \l) Release this batch for approval?

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.

Time Entry - Munis [HR/PAYROLL CONVERSION

Add Batch

Tmpart

nk v  Scan Detall Merge

o M ' Returr
[@) schedula A Aerts v Resume B Mors..w

Office ols Nenu

Warrant <l

1 - BIWEEKLY PAYROLL RUN SFTST3

Batch Information

Department

Location 0311 || COTEE RIVER ELEMENTARY
Comment | R

Clerk | almyjustin Jass

Date 08/16/2013 |

Time [16:34

Batch Type  |[STANDARD MUNIS TI

Mo Exceptions

Posted IN_

Status |'><7 ~IN PROGRESS - |

Employee Count| 43

Approve || Reject Il Hoid I Forward || Approvers

|| 4 ot iD=
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