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Line Items
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Requisition number Entered |D|5,|'25,|'2012 | By |09325
General Commodity | E]l
General Description | | Three way match required

(& General Notes ]
Yendor Shipping and Eilling
Vendar Committed ship To 947 [
Narme | PHOTO IDENTIFICATION NC Gl |BISD BUSINESS OFFICE |
PO Maiing |3124 CarsoM STREET |
Delivery Method Print [JFax [ E-Mail | |

|HaLToM cITY | 76117 |
Ship To Email |JEF\NNIE.FANCHER@BIRDVILLESCHOOLS.NET |
Address |Po Bo 211836 |
| | Reference | |
|BEDFORD | |76095-8836 |
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Allocation _ = I h H b d
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Requisition 2012 oo0oo094 I
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Created By 509325
L ——
Select Green +, then click on the button in the upper left
corner of the screen that says, “Print On PO”.
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box next to, Print on Po.
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green check mark and “X” out of the page.
This note will print on the bottom of the purchase order.
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My Fil= Edit Tools Help

@+ QEE+@R ERNE IEHEE B «980

ain el
Dept/Loc | 290 [ PURCHASING Status m Created il
Fiscal year @ Current  Blext Ship to automatically populates but you can
Requisition number O 3 Entered  |ogj21/2012 (44 /By (mazzl  change it if it is going to another location.
General Commodity | [ Ship to email is just informational only.
General Description |OFFice Supplies Three way match required
5 Careralbitas ] Reference you MUST TYPF youR r)amg and the
name of the person this order is going to.
vendar Shipping/and Billing
Yendar Committed ship To a7 oo
Hame |OFFICE DEPOT 26944127 Address |BISD BUSINESS OFFICE |
PO Mailing 53124 CARSCM STREET |
Delivery Method Print [TFax  []E-Mal | |
|HaLToM cITy | @ |76117 |

e e T | ship To Email | JEANNIE . FANCHER @BIRDVILLESCHOOLS. NET |

IF‘O 689020 I Reference !Supplies for Warehouse |

|DES MoTmES | |s0368-9020 |
[D" VendorjSourting Notes ] & vendor Guotes (0} Once you have all information complete select

the green check mark in the upper left hand
— corner of this page.
Allocation |E| @
Type [ - HERMAL | Ignore all the fields under Miscellaneous.
Fo 1
Line Items
Lime | Sk Descripkion LUnit: Price L | Freight Disc % Credit Line Total Ship To Shipping Reference
Accounts Tokal Amount '7| T
WorkFlow
Iy Approvals Approse Feject Farward Hald Approsers
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My Fil= Edit Tools Help

@ @ 4 B Q 0 B &B @ |28 R DB =@ @8 o B & | w Q (5]

© Accept Camcel | Cut Copy  Paste | Find  Browse Query | Add  Update Delete | Print Display  POF Save | Excel MWord Emal Exchange | Attach  Maplink Image | + Faworites  Munis Enbancements  KnowledoeBase

Requisition
Fiscal vear | 2012 Mumber 3 Line : 1
Detail
Quantity 2.00 Uit price | 25.69000 |
. oM EA
Description Tape 2" Red Enter your Quantity | | - .
This is where you type in
e | ] your price
= addl DesciMoizs Freight | .00 | .
- I | o .
BCOLD, L% UOM=Unit of Measure
Gl | 0| EA=each
Type your description TOTAL | 5138 BX=box
PKG=package
Arnount justification: MKMW DZ=dozen
Miscellansous
Bid i | Ficed Asset [N %] Ereight — do not enter
your freight cost here, do
Seq | T/ Account Description Armaunt L Bud it as a separate line item.

Tab through this field Discount and Credit — do

not enter those items

Tab through this field here.

14 4 || o oof @ [ P N =
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My Fil= Edit Tools Help
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© Accept Cancel | Cub Copy Paste | Find Browse Query | Add Updste Delste | Print Display PDF  Save | Excel Word  Emall Exchéhge Attach  Maplink  Image | + Feworites  Munis Enhancemants  KnowledgeBase

Requisition
Fiscal vear | 2012 Mumber =] Line! 1
Detail
Quantity 2,00 Urit price 25.69000
LI |Ea |
Description Tape 2" Red
GROSS | 51,38
= add! DesciMotes Freight | .00 |
Discaunt | oo %
Credit | 00
TOTAL | 51.38
Amount justification; LINENCAWH
Miscellaneous
Eid = Fized Asset M Vl
Seq | T Account Drescription Amounk GL Bud
el = = = = sw i 51.33
GL Account ko be L:‘.=rqe&j
Select the (...) then find the
correct account code that you
need.
You should only see the codes that
you have access to.
14 4 || 0 of 0 [ P [ =Y
Gl Account o be charged. VR
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My Fil= Edit Tools Help

@ @ % m B Q 0 P 40 % & R IB 3 @8 5 B & e ) e

© Accept Cancel | Cub Copy Paste | Find Browse Query | Add Updste Delste | Print Display PDF  Save | Excel Word  Emall Exchéhge Attach  Maplink  Image | + Feworites  Munis Enhancemants  KnowledgeBase

»»

Requisition
Fiscal vear | 2012 Mumber g9 Line! 1
Detail
Quantity 2,00 Urit price 25.69000
LI |E,0. |
Description Tape 2" Red
GROSS | 51,38
= add! DesciMotes Freight | .00 |
Discount | gg_: Yo
Credit | 00
TOTAL | 51.38
Amount justification; LINENCAWH
Miscellaneous
Bid = Fized Asset N V|
Seq | T Account Drescription Amounk GL Bud
01 E 1%5-51-6411-TO-2E50-35%-510- 25.00 U

SPLIT CODES
After you enter the first account
code change the amount to the
dollar amount you want.

Dz_EI - - - - = = - ET | 26.38

Tab then select your next code
and then change the amount to
the dollar amount you want.

Do this as many times as you
need.

If you don’t need to split codes
then go to next page.

M|l 4 | 0af 0 I T =T

GL Account ko be charged. OYR
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! Accept Canmcel | Cut Copy Paste | Find Browss Query | Add  Update Delete | Print Display PDF Sawe | Ewcel ‘Word Emal Exchange | Attach Maplink  Image | + Favorites  Munis Enhancements  KnowledgeBase

Requisition
Fiscal vear | 2012 Murnber g9 LineI 1
Detail
Quantity 2,00 Urit price 25.69000
Licra |E,0. |
Description Tape 2" Red
GROSS | 51,38
= add! DesciMotes Freight | .00 |
Discaunt | o) %
Credit | 00
TOTAL | 51.38)
Amount justification; LINENCAWH
Miscellaneous
Eid = Fized Asset ] Vl
Segq | T Account Description Amounk GL Bud
0l E 193-51-6411-TO-380-33-510- 2500 U
02 E 199-51-6398-MN-251-33-510- 26.38 U
Once you have completed your
split hit the green check mark
in the upper left hand corner.
M| 4| 0 et D 0 = N W =
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Release
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Copy
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Record(s) added.

File Edit Tools

")
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Help
5 B Q@ 0 %@ % & & I8 @ @ @ O B & w Q & N
Copy Paste  Find Browse Query  Add Update Delete  Print Display PDF  Sawe  Excel ‘word  Emal Exchange  Atkach  Maplink  Image  + Faworites  Munis Enhancements  KnowledgeBase
Main ~
Dept,Loc 290 PURCHASING Status Allocated
Fiscal year Current Mexk
Requisition number Entered|06,|'25,|'2012 I!Hl By |09325
Ger, : !
Ger Three way match required
You have finished entering =)
e « e, Shipping and Eilling
' your requisition and you are —e —
A Y ready to Smeit for Address | 1D BUSINESS OFFICE |
PO |3124 CarsoM STREET
Dol approvals. Select the | |
«“ ” . \HALTOM CITY | 76117 |
ade Re,ease bUtton' NOtlce that Ship To Email |JEF\NNIE.FANCHER@BIRDVILLESCHOOLS.NET |
your status will change from a ererence | |
4 to a 6(released)
Miscellaneous
Allocation I:I =
Type [r4 - MORMAL
Po [ 1]
Line Items
Line Qb Description Uit Price UCM  Freight Disc % Credit Line Total Ship To shipping Reference
1.00 RED 2654000 Ef 0.00 0.00 0.00
< » 1
_________ . E— i ]
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Mass Allocate Select Switch Forms
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Ship To =
GL Surnrnaty
Address | |
Bid Commods | |
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| |
vendor Awards | -| \:I | |
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= YerdoriSourcing MNokes & vendor Guotes ()
Miscellaneous

Allocation =

Tepe |

PO 1]
Line Items

Ling | Gty Description Irit Price or | Freight Disc % Credit Lire Tatal Ship To Shipping Reference

Accounts Tokal Amount I:I
Workflow
A ARSI TR 1o AL U :v'l




fel Requisition Entry - Munis [TEST DATABASE Jun 18 2012]
il

342

File Edit Tools Help

Q

@ ® +«+ 52 A Q B8 B o+ @ # & B B @ 64 @8 B @ 0% B - &
Accept  Cancel  Cut Copy  Paste | Find  Browse CQuery | Add  Update Delete  Print Display PDF Sawe  Excel Word  Emal  Exchange | atkach  Maplink + Faworites  Munis Enhancerients  KnowledgeBase
[ain
Switch Form Dept/Loc Status | |
Line Detail Fiscal year | Current ek
Requisition number [ | Entered| Ir!H! By |
General Commodity | |
General Description | | Three way match required
[Mass Allacate ] [ﬁ General Motes ]
Allocate Shipping and Biling
Ship To
AR —
Address | |
| 1 Select the green + to start
1 el
L Allacations | | your requisition.
&L Surnrnaty | _| \:I | | .
ship To Email | |
Bid Commods
Miscellaneous
vendor Awards ; -
Matify originator of overages,
‘endor Post
Line Items
Linge | Qty T item Inv item loc | Iy bran type Description Lnit Price UoM | Freight Disc % Credit Line Tokal
< |
WarkFlow
My Approvals Approve Reject Forward Hold
Conversion
,_H”_‘ ]l 0 of 0 |’_ b “N”QH] Attachments (0

The add action has been canceled as requested.
————

CHR.



¥ Requisition Entry - Munis [BIRDVILLE ISD]
M}f_ File Edit Tools Hglp

@+unQAEE $28 ERIE dEEE

He e 0@0@

Main
Dept/Loc 0 [ PURCHASING Status 2| crested
Fiscal year |E| CUrrenk [ext
Requisition number i—el-! Entered ||35.|'21||'2|312 i14] By 09325
General Commodity | [Z]!
General Description | Three way match required
[ General Mates ]
Shipping and Billing
ship To 247 (oo Select your Department

Address | BISD BUSINESS OFFICE l TAB through Fiscal Year
|2124 CARSOM STREET | TAB through Requisition Number
|

| TAB through General Commodity

|HaLTom crTy | [r2] [re117 |
Ship ToEmal | JEANNIE. FANCHER @BIRDVILLESCHOOLS. NET | General Description — write a description

Ship To - automatically populates but you can change the location.
Miscellaneous Now Select the green check mark in the upper left corner .
[Jimotify originator of overages, §

Line [tems
Ling | Gty Irev it Iree itemloc | Ime bram bype Description Uriit Price Uom | Freight Disc % Credit Line Tatal
—
Accounts Total Amaount | |
Warkflaw
Iy Bpprovals Approse Reject Farward Hald Approsers
Canversion
14 4 | 0 of 0 [l P Pl Q [E]  attachments (0}

Check ko E-mail originator notification of invoice overages, VR




Line Detail

My Fil= Edit Tools Help

@ @ |+ 4 B QAP 8 % B % 2 B EEBE B B & | w ? B

© Accept Camcel | Cut Copy  Paste | Find  Browse Query | Add  Update Delete | Print Display  POF Save | Excel MWord Emal Exchange | Attach  Maplink Image | + Faworites  Munis Enbancements  KnowledoeBase

Requisition

Fiscal vear | 2012 Mumber 4 Line! 1

Detail

Quantity 1 [ Unit price .0oooo
Irrvenkary Tkem | [E| LI [ |

Loction [ CJ Type in you quantity )
Tvpe Fick ticket () Purchase :

For Inventory Item :I

Description o

Select (...) or type in your item number. W

= addl DesciMotes ]

TOTAL | .00

Annount justification: LIMENCAW N

Seq | T Account Diescription Amounk GL Bud

&L Accaunt ko be charged. |

4 4 | 0 of 0 [ P MO E

Order quantity, OYR

+ start E ST &




b 4 B Q B B | %@ % 2 n 1B @ @ @ B & ? .,

Accept  Cancel | Cut  Copy  Paste | Find  Browse Query | add Updste Delete | Print Display  POF Sawe | Excel Word Email Exchange | Atkach  Maplink  Image | + Faworites  Munis Enhancements  KnowledgeBase

Requisition
Fiscal vear | 2012 Mumber a6 Line | 1
Detail :
eains [ Inveniory ltem Help
File Edit Tools Help
Invenkory Item -
aten |9 @ 4 2B APE |+ 8 AREE I EERE B -
Tvpe P :l
Ikem Description Skakus ] —|
Destiphion 020093 WIPER,BLADES AMCO 50-28 Active
020094 WIPER, BLADE, ANCO 25-18" Active = I
020095 WIPER, REFILLS #11-15" Active U_|
020096 WIPER,,BLADE, ANCO 220-16" Active D] Search fo r the
020099 HOSE, HEATER, 58" Active . )
020100 HOSE, HEATER, 34" fictive invento ry item you
020102 HOSE, HEATER, 1" Active Id lik
020104 STABILIZER, FUEL, DZL-LENE Active wou IKE. ol
Seq | T| Account
* 020106 AJC ECI BOARD ACC, #33-13653 Active
020107 14"A/C COMD, FAN MOTOR 25-14854 Ackive
020111 ADHESIVE, \WEATHERSTRIF Active Use the filter to
020112 GASKETMAKER, SILICOME, ELLE RTY Active
020113 TAPE, TEFLOM fictive search by
020115 TAPE, WINYL PLASTIC ALITO ELECTRIC Active it b
020118 GREASE,MYSTIK JT-6, #5454 Active rtem numapetr,
020120 FILTER,AIR WX #42020 Acti H
! e description, and /or
Dz0122 SOLEMNQID #5-8411 Active
020124 GOVERMOR,D-2 BENDIX #275491 Active . status.
n2012e BLEEDED  AlLITTRMATLC BERICITY. o 10 ki
Search [ Filker Record
7 \ Go 4 b 1 of zO60 .
(] I I Select your item
Hit the green check
mark or JUSt enter.

M| 4| 0 et D 0 = N W =

Inventory ikem number CR:




My Fil= Edit Tools Help

@ @ 4 3 B

. Accept Cancel Cuk  Copy  Paste

Requisition

Fiscal vear | 2012
Detail

Quantity

QA0 @ ¢ @

Find Browss Query | Add  Update

MNumber 96

8 & R NEB @ @ @ B B @

Delete | Print Display  POF  Sawe | Excel Word Emal  Exchange | Attach  Maplink  Image

Line E/

Uit price .0ooog

Munis Enhancements

Inventary Item !010330 [E| Lo |E'°'_|
Lacation B )
e GROSS | .00
Tvpe ) Purchase
Freight | |
Description BRUSH, CARPET SPOT CLEAMING, WEILER Discaunt | nnj %
785 =
Credit | 00
&= Addl DesciMotes ] TOTAL | oo |
Amount justification; LINENCAWH
Seq | T Account ount GL Bud
After selecting you inventory item TAB
through all the other fields (they
automatically populate) until you get to
account.
M|l 4 | 0af 0 I W R W=

CHR.



8 Line Detail

1.89

Select your budget code. If you have
more than one item you can click on
“Copy GL Acct” and it will copy the last
budget code you selected.

Once the code has been entered select
the green check in the upper left corner.

My Fil= Edit Tools Help
@ @ 4 a2 @ qQ F B @+ =2 #$ 2 R O 9§ 5 3 B B o @ @ & "
© Accept Cancel | Cub Copy Paste | Find Browss Query | Add  Updste Delete | Print Display PDF  Save | Excel Word Emal Ewchange | Attach  Maplink  Image | + Faworibes  Munis Enhancements  KnowledgeBase
Requisition
Copy GL Acct Fiscal vear | 2012 Murmber 142 Line | 1
Detail
Quantity 1.00 Urit price 1.89000
Inventary Item !010102 E]| = Lo |_E'°'__|
Lacation B &=
e GROSS | 189
Tvpe (%) Pickticket () Purchase
Freight | .00
Description BRIOOM,LOBBY 17"CORMSTALK Discount | nn! %
credit | .00 |
u " =T =
= add'| DesciMotes TOTAL | {89 |
Amount justification; LINENCAWH
Seq | T &ccount Descripkion Announk GL Bud
01 E fls-51-6316-8H-111-99-510-

0 of




8 Line Detail

My Fil= Edit Tools Help
@ @ 4 =2 A& Q F @ o # =2 R O g 5 3 B B o @ @ & "
© Accept Cancel | Cub Copy Paste | Find  Browss Query | Add Updabe Delete | Print Display PDF Save | Excel Word Emal  Exchange | Attach  Maplink  Imags | + Faworices  Munis Enhancements  KnowledgeBase
Requisition
Fiscal vear | 2012 Mumber 142 Line! 1
Mass Allocate Diekail
ship To Huantity Lo Unit price | 1.89000
Inventary Ttem |010102 i Ho |_E'°'__|
Location = )|
e GROSS | 189
Tvpe Pick tieket Purchase
Freight | .00
Description |BROGM,LOBBY 17"CORMNSTALK Discount | nn! %
‘ Credit [ .00 |
'] i =T =
’B Add'l DesciMotes ] TOTAL | {89 |
Amount justification; Mot MNeeded
Seq | T &ccount Descripkion Arnounk GL Bud

Record(s) added.

0L E 199-51-63

SH-111-59-510-

BUILDING,

QUIR REPAIR SUPPLIES

After you select the green check mark or hit
enter, you will see at the bottom left corner
that your record has been added.

You will want to hit the red “X” at the top
right hand corner of this page. Do not select
the red X that has Delete under it, as it will

delete your item.

199-51-6316-5H-111-99-510-

LR ER|

1 ofl

GL Available Budget

Jog_l s

1298043, 37




It Requisition Entry - Munis [TEST DATABASE Jun 18 2012]
il

-

@ ©

Accept  Cancel

Swikch Form
Lire Dekail
Release

Activate

File Edit Tools

")
-l
Cuk

[ Mass Allocate

Allocate

Maotes

Copy

GL Allocations

Gl Surnrmaty

Bid Commods

‘endor Prices

vendor Awards

wendor Posk

Record(s) added.
o m—

Help
BB QqQ B8 B ++ @ 8 & 2 HNEB @ 95 8 BB B a @ @ o Q [
Copy Paste  Find Browse Query  Add Update Delete  Print Display PDF  Sawe  Excel ‘word  Emal Exchange  Atkach  Maplink  Image  + Faworites  Munis Enhancements  KnowledgeBase
Main
Dept,Loc 290 PURCHASING Status Allocated
Fiscal year 2012 Current Mexk
Requisition number 142 Entered|06||'2?,l'2012 I!3!21| By |09325
Gemvaral Commodity | |
General Description |BROOM,LOBBV 17"CORMNSTALK | Three way makch required
[ﬁ General Motes ]
Shipping and Eilling
Ship To 947
Address |BISD BUSINESS OFFICE | Select “Release” to
3124 CARSON STREET H FpRcr
I I Smelt your re(.]UISltlon.
[HatTom crry | 76117 \
Ship To Email |JEANNIE.FANCHER@BIRD\!'ILLESCHOOLS.NET |
Line Items
Line Oty Inv item Im item loc | I tran bype Description Unit Price UZrM  Freight Disc % Credit Line Total

1,00 010102 956 Pick Ticket | ALK 000 EA

<

‘WorkFlow

My Approvals Apprave Reject Forward Hald

Canversian

(][« ] 1of 1 (> [ M [ ][ E] stachmentsin

R,



It Requisition Entry - Munis [TEST DATABASE Jun 18 2012]

wendor Posk

My File Edit Tools Help
@ @ ¢+ b 2 Q B B @+ @2 # & xR HEB  f =53 B B a @ @ o Q [
o Accept Cancel | Cub Copy  Paste Find  Browse Query | Add  Updake Delete  Print Display PDF  Sawe  Excel Word Emal  Ewchange | Attach  Maplink  Image | + Faworites  Munis Enhancements  KnowledgeBase
Main
Switch Forrm Dept/Loc 290 PLURCHASING Status IE| Released
Line Detail Fiscal year Current Mexk
Requisition number 142 Entered|06||'2?,l'2012 I!3!21| By |09325 J
General Commodity | |
General Description |BROOM,LOBEY 17'CORNSTALK | Thres way match required
[ Mass dllocate ] [D"' Gereral Notes ] Notice that your re(I]UISItlon
— — now has a status of
Allocate Shipping and Eilling
e =
Obes % ”
Address |BISD BUSINESS OFFICE | 6 Released
|3124 carson sTREET |
6L Allocations | | You have now completed your
|HaLTom cITy | 78117 | requisition.
Ship To Email |JEANNIE.FF\NCHER@BIRDVILLESCHOOLS.NET |
Bid Commods
_ Line Oty Inv item Im item loc | I tran bype Description Unit Price UZrM  Freight Disc % Credit Line Total

»»

Pick. Ticket

1.00 010102

000 EA 0.00 0.00 0.00

<

‘WorkFlow

Apprave Reject Forward Hald
Canversian

(][« ] 1ot (> [ M [ ][ E] stachmentsin

R,



PURCHASE ORDER RECEIVING
QUICK RECEIPT



Purchase Order Receiving - Munis [TEST DATABASE Jun 18 201 2]

My File Edit Tools Help

2P0 4R QED PR LREE EEEE e 900

Purchase Order

Quick Receipt |

PO Fiscal Year @ PO Number
Vendar E vendor alpha
Ttem ] ede
Descripkion

12000008 ...

| BARCELONA SPORTING G

Line #

UMIFORM, MIKE COIURT WARRIOR, SHORT SLEEVE JERSEY #476445 &"

- 28,00

Select the “Quick

Receipt” Button

Cuantity Invoiced

Received to Date 10,00 Remaining 15,00 Invoiced 10,00
ned |
.00 Dollar Amount | .DDl Drate 50612112012 152 |
| Fixed Assat# | .| By |ogazs |
00| Fully Invaiced Clase PO

z2 of 93

LR ER|

Enter received items in groups. (_R)

# slart

Erm@E




ur.c.hﬂse Order Receiving - Munis [TEST DATABASE Jun 18 2012]

My Fle:  Ex Tools  Help

00 4wt QDB +0 %]

€=

BB EE0E Ha 980

Cick Rec f# Purchase Order Receiving

My File: Edit Tools Help

@ d 2R Q EE wE i 2R NGEG EEEE BEa e 68
Purchase Ordey

PO Fiscal ¥ [ ]
|

vendar | Packing Slip#
De [ ] Fix Asset#t | |

Line Diescripkion

Item Crdered Rec'd TD Remaining

Enter the year, enter
your PO Number, then
Select the green check

mark and your purchase
order information will
automatically populate.

THIEN 00z 0 [ ¥ [ H ]|

(i}

Fiscal vear.

R,

14 14 | Z3 of 93 | | S | Q E Attachments (0}




| Purchase Order Receiving

My File Edit Tools Help

R QEE FER ERNE EEEE

Ee «983

Select Lines

Select Al
Unselect al
Partial

Receive

Purchase Order

PO Fiscal Yr/# | 2012 12000012

Vendar | 6494 | Packing Slip# |
Dept fes1 | Fix Asset# | 3|
PO Amount | 100.91
Line | Description Item Crdered  Recd TD

FREP P

AMTIFUNGAL CREAM 7 MG TUBE
z

BAMDAGE ELASTIC WRAP
3

BAMDAGE ADHESIVE STRIP SHEER
4

BANDAGE LIQUID
5

Click “Select All” to
receive all items on the
purchase order.

1.00

10,00

10.00

10.00

1.00

10,00

3.00

10.00

Remaining

o]

fu]

.00

.00

Receive

[H”i“ 13 of 37

CHR.




| Purchase Order Receiving

My FEile Edit

Tools  Help

@+ Qe 8 tRIE @EEE

e «087@

Select Al
Unselect Al

Purchase Order

PO Fiscal Yr/# | 2012 12000012

Vendar | 6494 | Packing Slip# |
Dept fes1 | Fix Asset# | 3|
PO Amount | 100.91
Line | Description Item Crdered  Recd TD Remaining Receive
ALCOHOL PREP PAD 2 PLY
1 10,00 5.00 5.00 | Partial
| ANTIFUNGAL CREAM 7 MG TUEE
2 1.00 1.00 .00
|BANDAGE ELASTIC WRAP
3 10,00 10.00 .00
|BANDAGE ADHESIVE STRIP SHEER
4 10,00 3,00 7.00 Partial v
|BAMDAGE LIGUID [Ful
5 10,00 10,00 .00
If all the items did not come in
you can go to each line and
select Partial. Then typein
how many you received!
M| 4| 13 of 37 0 = N W =

Select receiving option,

J start

Erm@E

CHR.



| Purchase Order Receiving

My FEle  Edit

Tools  Help

Q@ 4w QARE ¢+ LREE @EEE

e 083

[ Select Al
[ Unselect all
[ Partial

Select
the
green
check
mark

Purchase Order

PO Fiscal Yr/# | 2012 12000012

iendor | 6494 i Packing Slip# |
Dept fest | Fix Asset# | =
PC Amount | 100.91
Line | Description Item Crdered Rec'd TD Remaining Receive
ALCOHOL PRERP PAD 2 PLY
1 10.00 5.00 5.00 | Partial
-F'.NTIFUNGP.L CREAM 7 M@ TUBE
2 1.00 1.00 .00
-BF\NDF\GE ELASTIC WRAP
3 10.00 10.00 .00
.BF\NDF\GE ADHESIVE STRIP SHEER,
4 10.00 3.00 7,00 Parkial
.BF\NDF\GE LICQUIC
5 10.00 10,00 .00
4 4 |l 1% of 27 [l » LN

Select receiving option,




| Purchase Order Receiving

Tools  Help

My FEile Edit

®@ +BQEE FEB LANE HEHOE Ha <980

Purchase Order

PO Fiscal Yr/# | 2012 12000012

Vendar | 6494 | Packing Slip# | |
Dept fes1 | Fix Asset# | =
PO Amount | 100.91

Line | Description Item Crdered  Recd TD

AMTIFUNGAL CREAM 7 MG TUBE

BAMDAGE ELASTIC WRAP
3 10,00 10,00

BAMDAGE ADHESIVE STRIP SHEER
+ 10.00 3.00

BANDAGE LIQUID
5 10.00 10.00

Select “Receive”

Receive

o]

fu]

7.00 Partial

.00

[ ][ 4] 13 of 37 (R EREY=

CHR.



VENDORS INQUIRY



¥ vendor Inquiry - Munis [TEST DATABASE Jun 1B 2012]

_M?.f File Edit  Tools _Help
20 + L YEE @R LRMNE EEEEH“EHa w900
golar Information
e Ertty | |

T |

Reason

Sork |

PO Inguiry

Status |_

&L Surnrmaty

i

Hi General | uern?ll Contacts || Misc |
istory L
Yendor Contact Information Additional
alieler Mame | | ,_Eq Performance ]
- I | | [ﬁ Commodity ]
~ r
[E Remits ]
Address | |
| |
| | Mates
T — CETHE
City | | [ﬁ Certification ]
State [Eﬁ Class ]
Counkry | | Foreign entity
RS withholding Infarmation vendaor Identification
1093 vendar DUNS |
Default |
1099 retainage W9 cent
-9 received Federal Withholding
Vendor Alerts
[ ][ 4] 0ot o [ [ M ][A ][ B ] stachmentsin

Choose the sort sequence for wendors, (_S)




My File Edit Tools Help

@0 + B QAR +FE8 ERNE FH0E Ba « 98036

Entity |:|

ol These fields are
e searchable.
Yendor Contact Information e —— Additional

=
[ Performance

= Commodity

Counkry

RS Withhiolding Infor
[E] 1099 vendar

Default |

1099 retainage [E] w-2 sent

[E] w-3 received [E] Federal Withhalding

Yendar Alerts

4 1 | 0 of 0 | 4 M| Q | & | atachments o)

Yendar number (Buttan will supply nest: available number),

YR

s start




¥ vendor Inquiry - Munis [TEST DATABASE Jun 1B 2012]

My Fil= Edit Tools Help

@0 4+ QEE FER LRHE 2EHEE  Ha « 98
Gereral Vendor Information
‘endor +1 nikity El
Alpha |5T.q* ' vpe | w
atus /Reason w
General | Terms | Contacts || Misc |
Yendor Contact Information Additional

Mame | |
| |

oA | |

Address | |

| |
| |

aty | |

state [ .|

Counkry | |

|§| Foreign entity

RS withholding Infarmation vendaor Identification

[E] 1099 vendor

Default |

1099 retainage
-9 received

|E| W9 cent
[E] Federal withhalding

Vendor Alerts

[ Performance
= Commodity

B? Remits

Mates

= General
[ Certification

(& Class

DUmS |

-

In the Vendor field you can type in the
vendor # if you have it.

Alpha Field you can search by one letter
or many. You type the letter(s) you
want to search by and put an * after it,
then click on the green check mark or

hit enter.

L] 4 || 0 ot 0 102 M

C{ E] Attachments (0}




¥ vendor Inquiry - Munis [TEST DATABASE Jun 1B 2012]

My Fil= Edit Tools Help

20 4R QED EER LREE EEEE Ea w900

General Vendor Information

_ Sart , Yendar |57234_*i| Enfity El

1099 Data Alpha | STAFF DEVELOPMENT FO Type

Irveice Inquiry

Status i_.D.CTIVE Reason

G | | .
R eneral | Terms | Conkacks || Misc |
Yendor Contact Information Additional
PO Inquiry Name | STAFF DEVELOPMENT FOR EDLICATORS | [DF" Performance
| | Eowsy
B4 | | e
GL Summary [E; Remits
Address |TEN SHARCM RCAD P O BOX 577 |
| |
| | Mates
; = General
Zip code | 03458-0577 [
Gty  |PETERBORDUGH | |6 cCertication
[Eﬁ Class

Skate MH ... Mew Hampshire

Counkry |

RS withholding Infarmation
1093 vendar

Default i

Foreign entity

vendor Identification
DUNS |

1099 retainage W9 cent
-9 received Federal Withholding
Vendor Alerts

Notice below it bring up 20
vendors that started with
“STA”|

[ ][ 4] 1 of 20

[ J[M][A][E] stachmentsin

Choose the sort sequence for vendors, £5)

CHR.



¥ vendor Inquiry - Munis [TEST DATABASE Jun 1B 2012]

My  Fil=  Edit Tools

|®® L NEE |

j Sork
1099 Data

Irveice Inquiry

Check Inguiry
PO Inguiry
Recurring Invoices
&l Surnrmaty

History

"l

a D 4@ % LRNE EH0E P8 w9680
Erty 1|
Apha | STAFF FEVETS ' |
Status | ACTIVE |
bl
General | Terms | Conkacks || Misc |
Yendor Contact Information Additional

Mame |STF\FF DEVELOPMENT FOR EDUCATORS |

oA | |

Address |TEN SHARCM RCAD P O BOX 577 |
| |
Zip code | 03458-0577

Gty  |PETERBOROUGH |

Skate MH ... Mew Hampshire

Counkry | |

Foreign entity

RS withholding Infarmation vendaor Identification

1099 vendar DUMS
Default |:i

1099 retainage W9 cent

-9 received Federal Withholding

,_Eq Performance

[ﬁ Commodity

[E;q' Remits

Mates

,_Eq General

[ﬁ Certification

[Eﬁ Class

You can now hit the arrow
button on the bottom of
the screen to view each

vendor one at a time
OR

You can select your
Browse Button and view a
list.
[ ][ 4] 1ot 20 [ J[M][A][E] stachmentsin

Choose the sort sequence for vendors, £5)

‘4 start

& r"rﬂ i

CHR.



! Vendor Inguiry
File Edit Tools Help

@90 +23 QEE F@ 8 SRHB EEOE  BHa « 900

Yendor Alpha Sort Mame

14232 STACEY EDWARDS
10648 STACT HAMMER
AFF DEVELCOPMENT FO
5235 STAFF DEVELCPMENT RE
13451 STAMN BREIM
5240 STAN FRAZIER
15578 STAN LANGSTOMN
5245 STAMNDARD STATIOMNARY
14488 STAMDING CHAPTER 13
15174 STAMLEY BALDYS IIT
15092 STAMLEY LOMDOMN
6304 STAPLES ADWAMNTAGE
15687 STAPLES COMTRACT AMND
Q506 STAPLES TECHMOLOGY 5
66353 STAR-TELEGRAM
14146 STARFALL EDUCATION
15422 STAT
5260 STATE BAR OF TEXAS
6634 STATE BOBRD EDUCATIO
12077 STAYBRIDGE SUITES

Mame

STACEY EDWARDS

STACT HAMMER.

STAFF [ MEMT FOR EDLICATS
STAFF DEVELOPMEMT RESQURCES
STAM BREIN

STAM FRAZIER

STAN LAMGSTON

STAMDARD STATIOMARY SUPPLY CO
STAMDIMNG CHAPTER 13 TRUSTEE
STAMLEY BALDYS III

STAMLEY LONDOMN

STAPLES ADVANTAGE

STAPLES COMTRACT AMD COMMERCIAL
STAPLES TECHNCLOGY SOLUTICNS
STAR-TELEGRAM

STARFALL EDUCATION

STAT

STATE BAR OF TEXAS

STATE BOARD EDUCATION CERTIFICATION
STAYBRIDGE SUITES

Skatus

Ackive
Ackive

Ackive
Ackive
Active
Active
Ackive
Ackive
Ackive
Ackive
Active
Active
Ackive
Ackive
Ackive
Ackive
Active
Active
Ackive

1099
Wdr

M
k)

S EE2E2E2E2E2E2E2E2EE2EEEE

This is the screen that will
list your vendors when you
select browse.

You can select the vendor
you want then either hit
the enter key or select the
green check mark.

Search | Filker

Q][ =]

Go

Record
1l of 20

R,



¥ vendor Inquiry - Munis [TEST DATABASE Jun 1B 2012]

My Fil= Edit Tools Help

20 4R QED EER LREE EEEE Ea w900

General Vendor Information

_ Sort , verdor|  gand Erty 1|
1099 Data Alpha |ST.¢\PLES ADYANTAGE iTvpe |
Skatus i_.D.CTIVE Reason

Irveice Inquiry

G | | .
R eneral | Terms | Conkacks || Misc |

Yendor Contact Information

PO Inquiry Name | STAPLES ADVANTAGE

Recurring Invoices |

oA |

&l Surnrmaty

Address |.\?\'I'I'N: CEC COfiCH - CROER EMTRY |
|777 5 58BLE ELYD |
Zip code | @0012-3541

Gty | AURQRA |

State ool Colorado

Counkry | |

"l

History

Foreign entity

RS withholding Infarmation

1099 vendar
Default |:i
1099 retainage W9 cent
-9 received Federal Withholding

Vendor Alerts

vendor Identification
DUNS

Additional

,_Eq Performance

[ﬁ Commodity

[E;q' Remits

Mates

,_Eq General

[ﬁ Certification

[Eﬁ Class

Once you have selected your vendor you can
use any of the buttons for useful
information.

Don’t forget the terms, contacts, and misc
button.

[ ][ 4] & of Z0

[ J[M][A][E] stachmentsin

Choose the sort sequence for vendors, £5)

‘4 start ErmE®E S

CHR.



Rejected PO

BASE Jun 18 2012]

M File  Edit

@ @

=

Accept  Cancel

Tools  Help

o
@

2 B Q @ B | +# B8 % | &8 xR 38 @ @8 B ® & w 2

3

Cuk  Copy Paste Find EBrowse Cuery Add  Update Delete Print Display PDF Sawve Excel ‘Word Email Exchange Attach  Maplink  Image + Favorites  Munis Enhancements  KnowledgeBase

Main ~
Switch Form Dept/Loc PURCHASING
Line Detail Fiscal year Current Mexk
Requisition number Entered |o6jz0/zo1z 14| By [o9ses
:
General Commodity | | N Ot I Ce .
General Description | TECHMOLOGY SUPPLIES | Three way match required '
.
Mass Allocate ] [lj’ General Motes ] ReJ e Cte d
Allocate Yendaor Shipping and Eilling
. — T - il
Yende Ship To 956
Motes
Mamne Address |BISD WAREHOUSE |

Copy
GL Allocations
GL Surnmmary
Eid Cornrods
‘Wendor Prices
Wendor Awards

Wendor Post

el

Select NOTES to read why this requisition was rejected.

|5304 E BELKNAP |

P M
Delivery Method Print Fax E-Mail | |
[HaLTom caTv | [76117 |
Ship To Email |JEF\NNIE.FANCHER@BIRD\I'ILLESCHOOLS.NET |

Address | |

| | Reference | |
[@ viendorfSourcing Motes ] [Eﬁ vendor Quotes () ]
Miscellaneous
Allocation I:I =
Type [ 74 - moRmMaL
PO L]
Line Items

Line | Qky Descripkion Unit Price LOM | Freight Disc % Credit Line Total Ship To Shipping Reference

2 1.00 SHIPPING 25.96000 0.00 0.00 0.00 25.96 956

<

1.00 TECHNME z 000 0.00 0.00 0,00

Tokal Amount 275,46

Sorkflov

A - e d vioia




| Requisition Notes
File Edit Tools Help

@ @ +4 %2 & Q B B @« @8 8 & R NG & 9 3 B @ @ @ & s

Accept Cancel | Cub Copy Paste | Find  Browss  Query | Add  Updste  Delste  Print Display PDF Sawe  Excel ‘Word Emal  Ewchange | Attach  Maplink  Image  + Favoribes  Munis Enhancements  KnowledgeBase

Type Line Dated By User Descripkion

dthrash MO YEND

A brief description is listed, but
if you hit the green check mark
in the upper left corner of the
screen a note box will come up
with full details, if the full
details were entered.

Search | Filker Record

[QJ[VJ®| || ” Go 4 b lofl

CHR.




It Requisition Entry - Munis [TEST DATABASE Jun 18 2012]

My File Edi
f ®
: Accept  Cancel

Switch Farm

Lire Detail

Release

i

Activake

Tools  Help

5

$# B2 B qQ

B 8 =@

# & B H B =2 5 3 B

ﬁs v 9 ij »

Mass Allocate

Allocate

Maotes

Copy

GL Allocations

GL Surnrnaty

Bid Commods

‘endor Prices

&
=]
=5
[=]
=
hd
E
o
=
=5
T

‘endor Post

Cuk Copy Paste  Find Browse CQuery | Add | Update Delete  Print  Display PDF  Sawe  Excel ‘Woaord  Email  Exchange  Attach  Maplink  Image  + Faworites  Munis Enhancements  KnowledgeBase
[ain ~
Dept/Loc 290 PURCHASIMNG Status Rejected
Fiscal year Zurrent Texk
Requisition number Entered|06,|'20,|'2012 I!!21| By |09325
General Commodity | |
General Description | TEHRIL MY SRR TES | Three waw makch reanired
’ﬁ General Motes L .

To make any changes to a requisition you must be in
. a status “4 Allocate” 4 8ling
endor ’ 956
ke |B15D WwaAREHOUSE |
¢ MNiing [ To change Status froma “1” you must hit the 5304 E BELKNAP |
" H ”
Delivery, Method F Activate key | |
|HaLToM CTTY | 76117 |

. [ Then select your “Update” button on the top tool = |JEANNIE, FANCHER@EIRVILLESCHOOLS. NET |

] bar. | |

Now you can make changes to your requisitions.
(B resapsorim iy Once changes have been made and you are ready to
[Z VendorfSourcing Moges .
- resubmit, select the “Release” button.
Miscellaneous
Allocation I:I =
Type [ M- WoRmMAL
PO [ 1]
Line Items
Line Qb Description 1nit Price IOM  Freight Disc % Credit Line Total Ship To Shipping Reference
1,00 TECHMO 249,50000 0.00 0.00 249,50 956
2 1.00 SHIPPING 25.96000 0.00 0.00 0.00 25.96 956

< 3 1
workflow

L R R T

O, [— e d (]

[

R,




APPROVAL DASHBOARD



{= Home - Windows Internet Explorer, EHEIFE

—

|\-::’.' 1‘-:_--"] | | 2 -v

Flle Edit ‘“iew Favorites Tools  Help | %Convert - @ Select

7 Favorites I 95 €| Customize Links | Free Hotmal 2| windows %2 Windows Marketplace £ | Windows Media - P80 Birdvile Independent Schoal. .,

[oal. e -1 == . . ®

|88 E - | @PeopleSoFt § session expired [ ,@HDI‘HE X i | @ B =
8@ Test Dashboard

Dashboard Goolshy, Richard

Profile = Add View

g

¥ Settings [Hl Order Views
Home

User Views
Programs | Menu | Central Search
[ Enter your search criteris here | ]
ki Erogrant fidd a Category (1) Notifications 0 0 Unread)
Notifications — Any notifications
{2 Unread -
[£] Avprovals S you have received.
Jd Alerts 0 (0 Uunread)
Approvals — Any approvals
! waiting for you.
Alerts — Any alerts you have
I received.
@ Settings Updsted: 6272012 10:10:06 AM £

This is what you will see when you go into Munis Website

Done ‘ﬂLocal intranet fa - ®mio00% -
—— - L

« Siarl ErmEeEE@EC



{= Home - Windows Internet Explorer E]@E|

— e,

Sl v| 42 (x| [2 coogie | r= e
Flle Edit ‘“iew Favorites Tools  Help x %Convert - @Select B

¢ Favorites | f\.;p & | Customize Links @ | Free Hotmal @ | windows 2 windows Marketplace € | windows Media M) girdville Independent Schoal...

!ég:" | éPeopleSoFtBsession expired -g_féHome X il i;:ﬁﬁ - B o 2

B8® Test Dlashboard

Dashboard Goolshy, Richard

Profile = Add View

g

¥ Settings [Hl Order Views
Home

Expand approvals by clicking on

User Views Tools | : Approvals. This will list each request =
— T o <! that requires your approval. i
Enter vour search criteriz hers ‘ ]
_ (1) Notifications 0 (0 Unread)
v Munis
» Favorites Ll Approvals: All v 3 (2 Unread)
> Financials ' T Created  § Acti . .
- L] Tvee s B oo’ SN i Information included is:
» Other Applications [] REQ 06/27/2012 $63.30 - PAPER @
> Help ' REQ 06/27/2012 $3.00 - PAPER @
o : Type: REQ — Purchase Order or
> Web Paris [] REG 08/27/2012 $27.09 -WRAP, SHRINK FiLm, 20"... (@
Warehouse Request.
Created: This is the date the
request was created.
Summary: The amount of the
request and the general description
€< 11 > )l | (Ascent] | B of items.
~ Alerts 0 (0 Unread)
@ Settings Updated: 8/27/2012 2:31:34 &AM 4
%
!.
QLDcaI inkranet fa - *o100% T

‘4 start Ermoe8EEC




{= Home - Windows Internet Explorer

—

Y e |§|

Flle Edit ‘“iew Favorites Tools  Help | %Convert - @Select

Ibisdmunismad: 5=

7 Favorites | 95 €| Customize Links | Free Hotmal 2| windows %2 Windows Marketplace £ | Windows Media - P80 Birdvile Independent Schoal. .,

>

== | == = !' I= = ]
|88 {ill (& Peoplesoft 8 session expired | & Hame x | I L-B &

8@

Test Dlashboard

Dashboard ., Richard
Profile = Add View
g

Home

¥ Settings [Hl Order Views

User Views

Programs | Menu, | Ceniral Search

Enter your search criteria here | ]

SR Add s Category (1) Notifications 0 {0 Unread)
[:-] Approvals: All ¥ 3 {3 Unread)
(V] Type Created Summary Actions H
s R o uick Approval
REQ 06/27/2012 $3.00 - PAPER 7] P
REQ 06/27/2012 $1.80 - BROOM,LOBBY... x Check Approve All
vClick Accept
Optional Comment
v'Click Save
il Cancel All request will be approved!
g
K< @ > )l | (amen) (Beisct) | Hoid |
~ Alerts 0 {0 Unread)

@ Settings Updsided: 82772012 10:10-08 AM (J




{= Home - Windows Internet Explorer E@E|

— e,

|§| ke Thisdmunismad: 5¢

I\-._::’I. ['-:_’n

v| || x

File Edit View Favorites Tools  Help

== | Y = 5 I=
.88 {il| (€ PeopleSoft 8 session sxpired & Horne x

:_7( %Convert ¥ @Seﬁect

i Favarites | 525 & | Customize Links & | Free Hotmal 2 | Windows %2 windows Marketplace £ | Windows Media P Birdvile Independent Schaal...

Dashboard

Profile = Add View

ﬁ ¥ Settings [Hl Order Views
Home
User Views
 Programs | Menu | Ceniral Searct
Enter vour search criteriz hers ‘ ]
_ (1) Notifications 00 Unread]
v Munis
L View Details
» Favorites ﬂ_l Approvals: All v EN nreag)
, : More Info
> Finzncials D Type Created Summary J ctions
e , Accept
» Otner Appiications [] REQ 0627/2012 $63.30 - PAPER ® v®
Reject =
> Help [] REQ 06/27/2012 $3.00 - PAPER = vl
Farward
> Web Paris [] REG 06/27/2012 $27.09 - WRAP, SH (=
N Hold
<< T >0 (Assent] (Reieet] laia.)
~ Alerts 0 (0 Unread)
@ Settings Updated: 8/27/2012 8:31:34 AN £

Test Dlashboard

Goolshy, Richard

Actions Items:

View Detail — Shows requisition header detail.
More Info — Shows complete requisition detail
Accept — Allows you to approve requisition.
Reject — Allows you to reject the requisition. A
reason will be required. This action will notify
the originator of the denied request.
Forward — Forwards this request to an
additional approver. This action will put that
person in the workflow for this request only.
Hold — will place the request on hold. This will

notify the originator and the request will still
be on your approval list

‘;j Local intranet



{= Home - Windows Internet Explorer

Y e |§|

Flle Edit ‘“iew Favorites Tools  Help | %Convert - @Select

1/ Ibisdmunismad: 5-

¢ Favorites . 95 & | Customize Links £ | Free Hotmal 2 | windows 2 windaws Marketplace 2 | Windows Media - ™ girdvile Independent Schaal..
" S

e - i = @
!88 {il| (& Peoplesoft 8 session expired | & Hame X | BB =

Test Dlashboard

Dashboard , Richard

Profile = Add View

g

¥ Settings [Hl Order Views
Home

User Views Tools

Programs | Menu | Ceniral Search

Enter your search criteria hers

_ (1) Notifications 0 (0 Unread)
v Munis
> Favories [-] Approvals” All v 3 (2unreat) All action will require “Save” or
> Financials D Type Created  Summary Actions ”Ca ncel"
» Other Applications C[] REQ 08/27/201Z $63.30 -PAPER =
> Help [] REQ 06:27/2012 $3.00 - PAPER =
» Web Paris l:‘ REG 06/27/2012 $%27.09 - WRAP, SHRINK FILM, 20"... @

Optional Comment

Comment will be required on

“Reject”
STl Calcel
’
1< < T > ||(esent] (Betect) | Hold |
~ Alerts 0 (0 Unread)
@ Settings Updated: 8/27/2012 2:31:34 &AM 4

‘:—! Local intranet



| X %Convert - @Select

7 Favorites ! 95 €| Customize Links | Free Hotmal 2| windows %2 Windows Marketplace £ | Windows Media - P80 Birdvile Independent Schoal. .,

>

|§é i_,| gpeopleSoFt 8 session expired | ,@Home x | |

Test Dlashboard

Dashboard Richard

" Profile = Add View
g

¥ Settings [Hl Order Views

Home
User Views Tools
._.Pl;ﬁ, rams. Menu w al Search -
[ Enter your search criteria hers ‘ ]
. (1) Notifications 0 {0 Unread)
Munis
> Favorites ' || Approvals- All v 3 (3 Unread)
v Financials. : D Type Created Summary Actions
v Purchasing I"'D ]'M ] o — | @
» Seiup : [] REQ 06/27/2012 $3.00 - PAPER
¥ Purchase Order Processing i D REG 06/27/2012 $%27.09 - WRAP, SHRINK FILM, 20"... @
Requisition Entry
Reguizition Approvals Select
Reguisition Conversion
Requisition Import
Requisition Export =
Purchase Order Entry
Purchase Order Approvals I< < 1 > >I
Print Purchase Orders
Purchase Order Change Orders =% A|E|'t5 0 (0 Unread)
Purchase Order Receiving
@ Settings Updated: 8/27/2012 8:31:34 AN £
Purchase Order Receiving Import
Purchase Order Import
Purge Purchase Orders
|

{73l ‘QLocalintranet fa - ®mio00% -
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—

& L':_--)'_l

S =
— !88 | | (€ Peoplesoft & session expired | [EHDI'HE

g | 7

: x @convert v PRsslac

5.7 Favories . o5 B | Custamize Links 2 | Free Hotmall £ Windows %2 Windas Marke

Allows you to update your list! N
-8 O

| |

@ ® + = 8 A E\E @ % & & UG ¥ 3 8 B B & = 9 ®
fccept  Cancel | Cut Copy Paste | Fod Browsy CQusry | Add  Update Delste | Print Display PDF Save | Excel \Word Emal Exchange | Attach Maplink Image |+ Favorites: Munis Enhancements  KnowledgeBase
Code Yeat | Req# Process | Entered by Desctiption Type | Amount Justification | RewC | Comment
2012 00DOO134 REQ dthrash PAPER 3.00 Hot Needed
Approval 2012 00000138 REQ dthrash PAPER AMT 53,30 Mot Needed
. 2012 00000141 REG 09325 WRAP, SHRIMK FILM, 20" % 1000" AMT 27.09 MNot Meeded
List ..
2012 00000142 REG 09325 BROOM,LOBBY 17 CORNSTALK AMT 1,89 Mot Nesded
< | »
YR
—
> Setup [] REQ 0612712012 $3.00-PAPER !
¥ Purchase Order Processing |:| REGQ 06/27/2012 $27.09 - WRAP, SHRINK FILM, 20"... &
Reguisifion Entry
Requisition Approvals H
All request will show on
Reguisition Conversion
S the Approval list.
Requisifion Export )
Purchase Order Entry .
Purchase Order Approvals I< < i > >I M [ ! ” J CIICk the update bUtton
Print Purchase Ord
il | to make any changes.
Purchase Order Change Orders =* A|EI'tS 0 (@Unre

Purchase Order Receiving
Purchase Order Receiving Import
Purchase Order Import

Purge Purchase Orders

[ VS

Updated: 8/27/2012 8:31:34 AM

@ Settings

| H Local inkranet

MEBEEEFC*?



ne - Windows Internet Explorer

—

S |g| ke Thisdmunismad: 55

afftes  Tooks  Help |x %Convert - @Select

¥ 41X | 2¥ oo p,

Edit YWieis Fz

7 Favorites | 95 €| Customize Links | Free Hotmal 2| windows %2 Windows Marketplace £ | Windows Media - P80 Birdvile Independent Schoal. .,

|88 i - | @PeopleSoFt § session expired |,"EHDME x | |
i Reg on Approva DATABA g 20 L1
My File Edit Tools Help
. @ ® » B2 B Q B B @« @ $ 2 B H EH 5 B . B = @ 9 ® =
D obccept Camcel | Cut Copy  Paste | Find  Browse Query | Add  Update Delete | Print  Display PDF  Sawe | Excel MWoord Emal Exchange | Attach  Maplink Image | +Favorites  Munis Enhancements  KnowledgeBase
Code Yeat  Req# Process Entered by Drescription Type  Amount |5CthU|E an appointmenth Rew( | Comment
a 2012 00000134 REQ ‘dthrash PAPER AMT 3.00 | Mok Meeded
o 2012 00000133 REC ‘dthrash PAPER AMT 63,30 | Mok Needed
H 201z 00000141 REC 09325 WRAR, SHRIMK FILM, 20" % 1000' AMT Z7.09 Mot Meeded
o 201z 00000142 REC (19325 BROOM,LOBEY 17"CORMSTALE AMT 1.89 Mot Meeded
]| 11 >
valid cades: blank, (Hold, (A)pprove, (Rieject. VR
o
» Seiup REQ 06/27/2012 $3.00 - PAPER £
_ L] The “Code” can be changed to :
¥ Purchase Order Processing D REG 06/27/2012 $%27.09 - WRAP, SHRINK FILM, 20"... @
Requisition Entry N = Accept
Requisifion Approvals
Requisition Conversion . .
“R” = Reject (a reason will be
Requisition Import required)
Requisition Export =
Purchase Order Entry . ”F” _ Forward
Purchase Order Approvals I< < 1 > >I WW - [ Iiﬁ J
Print Purchase Orders ,,H,, H
= Hold
Purchase Order Change Orders =% A|E|'t5 0 (0 Unread)
Purchase Order Receiving | . . el .
[#] settings Updated: 8/27/2012 &:31:34 AV 4 View requisition will allow you to see
Purchase Order Receiving Import o el .
each rGQU|S|t|0n one at a time.
Purchase Order Import
Purge Purchase Orders
Ll

{73l S Localintranet fa - ®mio00% -




I Filz  Edit  Tools

@ ®

~g

4
-]

 pccept Cancel | Cuk

Swikch Farm
Line Detail
Release
Ackivate
Mass Allocate
Allacate
Motes
Copy
GL Allacations
Gl Surnmmary
Bid Commods
vendor Prices

‘endor Awards

AR

Yendor Post

[JA B g 20 L]
Help
a B Q B B @+ @ 8 B M B = E 8 OB B ] Q -
Copy FPaste  Find Browse ©Ouoery  Add  Update Delete | Print  Displaw  PDF Sawe | Excel Wword Emal  Exchange  Attach  Maplink  Image  + Faworites  Munis Enhancements  KnowledgeBase
Main | Terms-,-l'Miscéiianeous |
IMain Information
Dept/Loc [230 =) PURCHASING Status 6| Released
Fiscal year | 2012i Current Mexk Meeded bvl Eid_

Requisition number |

i fis

General commodity |

General description

|WR.°.P, SHRIMK FILM, 20" % 1000°

[& General Notes

e This is what you will see if
Entered |0g/27jz012 54| By  |p93es . .

= you click on View
Requisition.

Three way match required

‘Wendor Information Shipping Information
Yendar Commitked Ship to |947
Name | | {BISD BUSINESS OFFICE |
P& mailing m {3124 CARSON STREET |
| | |
| | | HaLTOM cITY | EI |76117 [
| | Ernail ! JEAMNMIE. FANCHER@EBIRDVILLESCHOOLS MET |
[ |
Delivery Method | Print Fax E—rLaliI_| | et R |
Remit [ ]
[Ii' vendor/Sourcing Mates ] [Ii' wendaor Quotes (0) ]
How to process each request
Line Tkems
i Line | Ciky Crescription Unit Price Freight Disc S Credit Line Total 15t GL Account

1000

Use the arrows to navigate through all requisitions.

<

Tatal Amount | 27.09 |

ek Flones

I My Approvals ] [ Approve ] [ Reject l [ Forward J [ Hold ] [ Approvers ‘]
[ 14 H L | J| 3 of 4 |[ b “ b ”.Qi] Attachments {07

QYR
Purchase Order Receiving Import =
Purchase Order Import
Purge Purchase Orders
S ]
S Local intranet o ®ioowm -




L Requisition Entry - Munis [TEST DATABASE lun 18 2012]

E [ Work Flow Status
File Edit  Tools Help

& @ 9 I

@@ +2n QEE FE K SEEMNE FEHEEH " BHa « 9600

Attach  Maplink Image | + Favorkes Munis.Enbancements  KnowledgeBase

Criginator
Mame Comment

|Fanchen Jeannie ||

Approvers' comments

Mame | Time: | Action Camment

Details

Approver: Goolsby, Richard
Skatus: Current
Approval bvpe:  AMT

Skep: 20

Action needed;  Approve

Active date: 06/27{2012
Ackive time; o928

Status

.Complete (Approved)
In Progress

Current

Mok started

Tirne limit:

£ !

Generate Chart

LISINESS OFFICE |
ARSON STREET |

|
M CITY | 76117

IE. FAMCHER@BIRDYILLESCHOOLS, MET

Credit Lire Total 1st GL Account

1,00 WRAF, SHRIME FILM, 20" & 1000° 2709000

0,00 0.00 27.09 199-51-6316-5H-109-99-510-

Tatal Amourk 27,09

wiatkFlow
My Bpprovals Approve Forward

Q

Atkachments (05

14 | 3 0f 4

What you see if you click on
“Approvers”.

Displays where the request is
in the workflow.

F’a.ge’.lﬁfl [ wardsio | &85 |
Jistat €, @&

Y2 Internet.,, - | @ Munis

% @™ 100480



[ Requisition Entry - Munis [TEST DATABASE Jun 18 201 2]

My File Edit  Tools

@ ® &«

- fccept Capcel | Cut

Help

BB Q T d %

Copy Paske

Find Browse Cusry

Add  Update [Delete

N 8 3 3

=
Print Display PDF  Save

& &

Excel Vword Emaill Exchange  Attach  Maplink  Image

- ?

+ Favorites Munis Enhancements  KnowledgeBase

Swikch Farm
Line Detail
Release
Ackivate
Mass Allocate
Allacate
Motes
Copy
GL Allacations
Gl Surnmmary
Bid Commods
vendor Prices

‘endor Awards

AR

Yendor Post

Main | Terms Miscellaneous |

IMain Information
Dept,Loc 290
Fiscal year

Requisition number

2012i

Current

141

PURCHASING
ek

General commodity |

General description

|WR.°.P, SHRIMK FILM, 20" % 1000°

[& General Notes

‘Wendor Information

Yendor

Marne

il Commitked
|

PO mailing

Delivery Method

Remit

[Ii' vendor/Sourcing Notes

[Ii' Vendor Quates (0} ]

=l
Status {a]

Meeded by |

Entered |ne/z7/zn12 44| By |o9azs

Three way match required

Shipping Information
Ship to {947

i BISD BUSINESS OFFICE

!3124 CARSON STREET

| HaLTOM cITY

| [1x] [zs117

Emnail

| JEARNNIE, FANCHER@EIRDYILLESCHOCLS MET

Reference

Line Tkems

| Line  Oky Description

&

1000

Unit Price Freight Disc % Credit

Line Total

15t GL Account

Tatal Amount 70

WnEliom

My Approvals

Approve

Reject

Forward

KN

Once the request has been

approved, you will notice that items

are grayed out and are no longer

|[ b _” b ” q ] Attachments (0%

[\iew att=chemerics For the current data recard [0 items e

available.

Page:1 of 1 | Wardsio | ¢ |

/] start

E-rmMBEEC

/= 2 Internet B ~ | I Munis




ACCOUNTING



Account Inquiry

Add View

Profile -

¥ sertings [l Order v

l Enter your search criteria here

(D) Notifications

v Munis
» Favorites |:-_-IApprovaIS
v Financials
N RIEns

» General Ledger Menu
» Budget Processing
» Accounts Payable
» Inventory Management
» Fixed Assels
» Student Activity
» Other Applications
ntal Functions

Y¥TD Budget Report

‘Vendor Inguiny

Purchase Order Inguiry

Fmninves innne

Select Financials
Select Departmental Function
Select Account Inquiry

I.u": Account Inguiry - Munis [BIRDVILLE ISD]

My Eile Edit Jools Help

Click Seg Find

Original Budget

Fiscal Year 2013

Transfers In

Transfars Out

Rewvised Budget

Actual (Mama)

Encumbrancas
Requisitions

Avallable

Parcart usad

N EN

0.arf 0

Disploy detail information for current accourt,

Fund
Funchon

Ohject

Sub Object
Crganization
Program
Budges Mgr
Project
Characier code
Account bype
ACcount status

Percant Used
Fiscal year 2012

Fiseal year 2013
Ficcal year 2014

@ @ % & & Q @ @ # @ ® &2 = H B = @ @ @
Accept Cancel | Cut Copy Faste | Find Browse Query Add Updnte Delete | Prink Disploy PDF Sove | Excel Word Emait Exchange  Attach Maplink
Agccount
Fund Mook
Grg Jane ACt name
Seq Find -~ Type ~| status - & Budget Roilup Group J
lals I Wil f 3 o - - -
[ Total ] Eroject |i] | Find by Segment o e
5 Year Comparisen | Current Year .. ile Edit Jools Help
¥rjPar 2003/01 Fiscal Yaar 2| ' L QAER RS

You will get this
screen

Fill in Account

™ Click Green Check

OVR

Enter seventh account segment code

VR




[ Account Inguiry - Munis [BIRDVILLE 1SD]

I=E

My File Edit. Tools Help
@ @ & 3 2

Accept Cancel Cut Copy Paste

E Detall I

Account

= Fund 199
Maonths ] =
Org 19922650
[ Segkic ] Object 6294

Froject

T

QA B ® # @

Find Browse Ouery

GENERAL OF
INSTR PRIN

EQUIFMENT

I=

Add  Update Delete

% | &

B B g E @

Print  Display PDF Save Word Email Exchange  Attach MapLink Image

& B @

Acct 196-11-6204-F1-001-11-001-

Acct name  PRINTING/COPIER

Tyoe Expense ~| statis |Active

“r/Fer 201301
Original Budget
Transfers In
Transfers Out
Revised Budget
Actual (Memao)
Encumbrances
Requisitions
Available

Percent used

e

5l

5 ¥aar Comparison

| Current Year

~

(5 Budget Rollup Group

|Eir"‘Amnum Nm:es‘

Fiscal Year 2013
170.00

” Fiscal Year 2010

Fiscal Yaar 2012
||l

oo |

o0

170.00

-0

AreE=a

Dizplay detail information For current account.

This is your Current
Year Info

This is your Balance
Remaining



e J| & nhitpy//bisdmunismad:55002/ users/ profile.aspx

—

File Edit View Favorites Tools Help

Dashboard

’ *a Profile = Add View

Home Ity
Employees

¥ Settings [ Order Views

[ Enter your search criteria here

¥ Munis

» Favoriles

lv Financials I<
edger Menu

» Budget Processing

I ¥ Accounts Payable l(

» 3Setup

l v Invoice F'rocessingle
O —

Invoice Approvals

Modify Invoices

Recurring Invoices

If this screen does not appear, look for this icon and click on it.

[ 1] 1nvoice Entry - Munis [TEST DATABASE Jun 18 2012]

How to Enter a
Check Request

1 Click Menu

2 Click Financials

3 Click Accounts Payable

4 Click Invoice Processing
5 Click Invoice Entry

-

My File Edit Tools Help
20 4t B AEE O SREIR FEEE

Batch Information

By w @ @G
6 Click Add Batch

s
View Batch
Effective date
s
Release
Fund |
Apnroals Cash account -
Qutput Post
Check Run
Check Run Pst P gt : |!;31_

a#le TCM invoice barcode label printing

Invoice Find -

= Invoice count

Quick Entry Amount total
Vendor hash

Group Entry
Released
Change 'rfPer
Single Chedk

Voucher Print

If this box is checked
Click on Toggle Labels




1 oty s (ST OATABRGE i 19 20125 T - -~

e Edt Tooks Hep
A RB AP ¢S AR NE FEEF  Ba 900

Batch Information
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20. If your invoice is rejected, click “UPDATE” and change the status to “H” for held.

'® @ ¥ = & a ® = % B # | &2 B @ 8B @ &4 @ @ . B & =
Accept Caneel | Cut Copy Paste | Find Growse Cuery Add Update Delete  Print Display POF Save  Bxcel Wfd Cmall Bxchange | Attach Maplink Image Notify it
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Contract |
Vendor SAS SECURITY ALARM SERVICE CO IN address 701 E. PLANO PKWY, SUITE 200 L
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I Terms
PLANO | TX 75074-6750
20128 . Description om System/Door Access at 22 Campuses
Invoice 213524 - Status R
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Discount date ] Check Run | Include documentation = |
Discount basis N 00
Discount % o0 Invoice date  07/24/2013
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Accounts | il
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Once this is done, click the Green Check or press enter.



Activity Fund Procedures
>»>

.




Updates for FY2013-14

» Fundraising Guidelines
> Required Approval Form
> Required Sponsor Training
Live or electronic
Secretaries to receive electronic presentation by email
RECOMMEND all secretaries view presentation
> Sponsor Acknowledgement Form
Sponsor to sign and give to Secretary to keep on file
» Finance Committee Reports
> Make sure signed by members at each meeting

.

Updates for FY2013-14 (cont.)

»Updated Resources Available Online
FY13-14 Activity Fund Accounting Manual

Electronic Forms
Munis Activity Account Book Keeping Guide

|
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The following manual was updated June 2013 and is published as
a resource for Principals, Secretaries and Sponsors as to appropriate
policies and procedures for campus and student activity funds,

2013-2014 Activity Fund Accounting Procedures Manual
|Nlunis Campus Activity Accounting

To access electronic files for all forms referenced in the manual, click the
Forms link to the right,
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Sales Tax

Overview of Rules
Specific Reporting Procedures

Sales tax

» In general, approach sales by the
school and student organizations as
taxable UNLESS the sale falls into an

exempt category or the organization is
using a tax-free sales day.

|




Sales tax - exempt items

Food Sales

o

o

Food products (including candy and soft drinks) sold during
the school day.

Food products (including candy and soft drinks) sold
outside of the school day if the sales are part of an
organization’s fundraising drive and net proceeds go back
to the organization for its exclusive use.

Concession stand sales if the sales part of an organization’s
fundraising drive and net proceeds go back to the
organization for its exclusive use.

Annual banquet or other food sale provided it is not
professionally catered and is prepared, served and sold by
the members of the organization.

Sales tax is never due on non-taxable food items (i.e.
cookie dough, pizza kits, cheese spreads, fruit, etc.).
Bakery items (i.e. pies, cakes, bagels, muffins, etc.) are
exempt unless sold with plates or eating utensils.

o

o

o

)

Sales tax - exempt items cont.

» Services

Admission tickets to amusement services provide by the
school organization (i.e. school play, carnival, dance,
athletic event, etc.)

Car washes

Cosmetology services (products are taxable)
Automobile repair (parts are taxable if charged
separately)

Parking permits

Fees/fines

Advertising space

Gift certificates and Passbooks

Magazine subscriptions for six months or more
Rental of real property (i.e. gym, auditorium, etc.)




Tax-free sales day

» School districts, schools and bona fide
chapters within a school may conduct TWO
one-day tax-free sales each calendar year.

» The designated day may be either the day the
items are delivered by the vendor to the
school organization or the day the items are
delivered to the customer.

o Example - Yearbook sales

Even though orders and money are taken over many
days, the book is typically delivered by the vendor to
the campus on one day. The delivery date would be
the day you designate as your tax-free day.

Tax-free sales day - cont.

» When multiple organizations hold a joint
fundraiser, all organizations involved would be
using one of their two tax-free days.

» Bona fide chapter:

> Group of students organized for an activity other than
instruction

> Recognized by the school

> Organized by electing officers and holding meetings

> May include whole grade levels (i.e. senior class) but may
n_ot)be limited to specific classes (i.e. English, Biology,
etc.

> Other school groups if they are composed of students
and school staff (i.e. science club, drama club, etc.)




Non-qualifying fundraisers

» When a school, student organization, PTA/PTO,
booster club acts as a sales representative or
commissioned sales agent for a for-profit retailer, the
for-profit retailer is responsible for sales tax.

» As such, the sale cannot qualify for a tax-free sales
day.

» This means the following fundraisers are not tax-
free:
> Catalog and brochure sales of books, gift wrap, candy,

candles and other novelty items.

» The exception would be catalog and brochure sales
of non-taxable items such as cookie dough, fruit, etc.

Taxable items

» The following items are taxable unless using
a tax—free sales day:
> Yearbooks
> Athletic programs
o T-shirts
> Uniforms
Novelty items (i.e. bookmarks, photographs,
pencils, etc.)
Rental of tangible property (i.e. locks, calculators,
musical instruments, etc.)
Flowers and flower arrangements (plants and seeds
are exempt)

o

o

o




Receipts & sales tax

» All forms teachers submit have a box to
check as either taxable or non-taxable

» Secretaries now make this selection as well
each time a receipt is entered into the
database

» Database now has a report for use in
preparation of monthly sales tax Form

o

Sales tax reporting

» Due by 7th of each month
» Submit electronically to:

o

o Ext 5746
»Same form as last year

» Complete form and forward to Principal/
Director for electronic signature

» Interoffice any payment due
> Payment must be made by check

.
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CAMPUS & LOCATION TAX REPORT
FOR

TEXAS SALES & USE TAX RETURN

revised February 2013

For specific questions on Texas sales and use tax,

- __—""—_—"___-_—\‘
Instructions:

*Use your database from Accounting as your point of reference.

1. Complete the reporting period, campus/department name, 1stand 2nd line items.
2. Send completed form to principal/director via email for e-signature.

3. Send CHECK due, if any, to Cristina Soriano/Admin. Bldg via intercampus mail.

PRINCIPAL/DIRECTOR:

1. Insert your electronic signature with date

2. Email signed form to Cristina Soriano NLT the 7th of each month. If the 7t falls on a weekend or holiday, forms are due the
following business day.

*EEIMPORTANT***
Per Texas Comptroller's Office, forms not received by the deadline will be charged a penalty of up to 10% of the district's
total sales tax for the month, plus discounts taken.

\ A

For the Reporting Maonth of:| Reporting Year |2013

Campus/Department Name:

Campus/Department to complete this field only (In Whole Dollars):

Enter gross sales of ALL items:
For this reporting period. Per database "Post Daily Receipts”
Enter gross sales of taxable items during reporting period: Per database report "Total Taxable Receipts"”

Retrieve this through the entry screens button

The fields below will automatically fill:

Total Taxable Sales | $0.00

Calculation of Balance due state at 6.25% rate with .005 discount | $0.00

Local Sales Tax (City and MTA or SPD)

Taxable sales during reporting period will be entered from Line 2. | $0.00

Calculation of balance due city at 2% rate with .005 discount | $0.00

TOTALTAXDUE [$0.00 Please pay this amount.

E-mail to Principal/Director

Principal/Director Electronic Signature:

E-mail to Cristina Soriano
| PRINT |




Solicitor Requests for Campus Access

From: Sorola, Ed
To: Andrews, Lindi; Arthurs, Han; Bicknell, Greg; Boriack, Dawn; Carleton, Jed; Chiarelli, April; Coulson, Deborah;

Croxdale, Ann; Drysdale, Tim; Dukes, Mike; Gregory, Scott; Guy, Patrick; Hager, Hilda; Lindsey, Sabrina;
Moon, Mike; Pope, Billy; Rayfield, Janelle; Salyards, Jennifer; Sandoval, Mick; Schwaebler, Cheryl; Smith,
Jaimie; Farr, Greg; Rix, Carla; Simmons, Clarence; Wells, Jason; Bartee, Leeann; Ellis, Steve; Houston,
Shannon; Koerner, Bob; Pekurney, Kyle; Russell, Jeffery; Valamides, Ernie

Cc: Seale, Robert; Cammarata, Joe; Thomas, Mark; Bass, DeAnn; Cagle, Ronda; Greco, Lori; Rittenberry, Brenda;
Russell, Deeann; Andreason, Cindy; Bailey, Lacresha; Berrier, Christy; Blume, Brenda; Burris, Sharlo; Deluca,
Penny; Holford, Teressa; Jackson, Tamela; Lamar, Deborah; Liddington, Carla; Mcintire, Kim; Rourke, Alicia;
Steele, Cheryl; Street, Cindy; Tucker, Traci; Valladares, Margarita; Watkins, Beverly; Watson, Debbie; Williams
Susan; Wood, Donna; Yarbrough, Tina; Eden, Beverly; Hale, Gayle; Huff, Virginia; Ortega, Toni; Rodriguez,
Lisa; Ruiz, Sharon; Wetli, Cindra

Subject: Solicitor Requests for Campus Access

Date: Friday, March 02, 2012 2:59:00 PM

To all campus principals:

| have been asked to clarify the administrative procedures for dealing with solicitors’
requests for campus access. Clarification is below.

Periodically you receive requests from solicitors and prospective vendors who wish to
go on campus. Historically it has been the responsibility of the BISD Director of
Business to issue approvals and rejections of such requests. Since it is critical
to protect school campuses as learning environments, |1 will virtually
always reject requests for campus access. You should never feel
pressured by an outside person or entity into believing that my office has granted
access to your campus.

There is one exception to the above: If you request that an outside solicitor or vendor
be granted access to you campus, | will most likely look favorably on the request.
You may make such requests of me at any time. However, do consider whether
there are palpable downsides to the district in having the party onsite, whether it
might obligate the district to permit visits from competing vendors, and whether it
could be argued that you have a personal financial interest in the visit. On a
procedural note, you will always know whether the visit is approved or not based on
my email or verbal response to your specific request.

Please also be aware that the Business Office maintains a webpage at
http://schools.birdvilleschools.net/domain/2874 where we post discounts and other
special offers from outside entities that want to market to District staff. Frequently we
offer to post information supplied by the outside entity, while also refusing their
request to visit campuses, and they often seem to view this as a useful alternative.

If you have any questions or comments about the above, or if you can think of a
scenario in which the above guidance might be faulty, do let me know. | welcome
opportunities to refine it. It is my goal to support you in the best manner possible.

Katie Bowman
Director of Business
Birdville ISD

ph: 817-547-5747



i MEMORANDUM

Director of Business

TO: Campus Principals and Secretaries
DATE: August 23, 2012
SUBJECT:  Activity Fund Checks and Reimbursements

We have learned that many of you are dissatisfied that once you convert to using your new Bank of
America checkstock, you will not be able to carry a blank activity fund check to make purchases,
since the check must be pre-printed . We have discussed the issue and decided on the following
solutions to immediately address your concerns. Understand that our priority is to achieve an
acceptable level of internal control and accountability, while at the same time not have an overly
burdensome procurement and payment process:

1) Itis recommended that the total dollar amount of the purchase be determined in advance,
and a check is cut and carried for use at the time of purchase.

2) Alternatively, it is acceptable for activity group sponsors to make legitimate activity-related
purchases using personal funds, and then receive reimbursement after presenting a receipt.

3) Itis acceptable for principals and secretaries to make legitimate activity-related purchases
using personal funds, and receive reimbursement based on a presented receipt. However,
such purchases should be limited to amounts of $200.00 or less. Furthermore, the campus
secretary must periodically complete a “Document Check Written to Secretary/Principal”
form (see attachment) to document all checks that were issued to the secretary and/or
principal, and have the finance committee certify that they have reviewed it and the
associated receipts. This documentation must be included in the campus activity fund
records and submitted to Accounting for the annual summer audit.

4) For alarge purchase or a purchase for which the exact dollar amount can’t be determined in
advance, an advance check can be written to cover the bulk of the cost, and the difference
can be paid by the purchaser using personal funds, with that portion being refundable after

presentation of the receipt to the campus secretary.
The Activity Fund Accounting Procedures Manual is updated immediately to reflect the above.

NOTE: Effective immediately, if you are a campus that is transitioning from another bank to Bank
of America, you should NOT use checks from your old bank. Doing so will only complicate your
monthly bank reconciliation process — which neither you nor the Accounting Department wishes to
see happen. You should immediately fund and begin using your Bank of America account, and take
appropriate steps to close your old bank account.

If you have questions about the above, you may contact either of us.

Ed Sorola, Director of Business
Jennifer Bedwell, Director of Accounting



Travel Procedures for Out-of-District and In-District Travel

Birdville Independent School District
Revised December 12, 2012

Introduction

Persons authorized to travel for business and educational purposes on behalf of Birdville ISD shall be
reimbursed for all usual and reasonable travel related expenses made on behalf of and in connection with
District business according to District rates. Employees are expected to select economical and practical
accommodations, arrangements, and services in accordance with the needs of the trip. Travel should
begin/end within a reasonable time before/after the business event. Expenses incurred outside of that
reasonable timeframe will not be reimbursed. All employees, as well as supervisors approving travel, are
responsible for compliance with the provisions of the District’s Travel Expense Procedures. Requests for
exceptions to these procedures must be made in writing prior to taking the trip and approved by the
Director of Business. The procedures and forms are at: http://schools.birdvilleschools.net/domain/2870.

Definitions

In-District Travel — All travel within the Birdville ISD boundaries.

Out-of-District Travel — All travel outside Birdville ISD boundaries.

Overnight travel: Travel that is at least 75 miles from the employee’s regular worksite, and that both the
employee and supervisor deem to require that the employee stay overnight. Travel within a 75 mile radius
of the employee’s regular worksite is automatically considered local.

GSA allowable rate: Federal government-prescribed lodging and meal rate available at
http://www.gsa.gov/portal/category/21287. The rate varies by locale, and is per day, not based on an
average of all days. Details on the applicability of GSA lodging and meal rates are on page 3.

OUT-OF DISTRICT TRAVEL PROCEDURES

The traveling employee’s responsibilities

Two weeks before traveling:

Each traveling employee must obtain written supervisor approval via the out-of-district travel form. One
travel form for several employees will not be accepted. Department and campus secretaries typically
assist employees with completing the travel form.

Just before and during travel:

1) The employee must carry the Hotel Occupancy Tax Exemption Form (available on the travel website,
and completed by a secretary) to ensure exemption from sales taxes when checking into the hotel. The
district will not reimburse Texas sales taxes on a hotel room.

2) When checking out, the employee must be sure to obtain the actual hotel receipt, as the district
requires the actual hotel bill before reimbursing hotel expense. The bill must be itemized to describe
actual purchases. Credit card receipts are not an acceptable substitute.

After traveling, within 10 days of returning:

1) The employee must submit the following to the campus or department secretary: a) If the employee
went to a conference, proof of attendance such as a copy of the conference registration, brochure, receipt
or other; b) if lodging was required, the hotel receipt; c) if use of personal vehicle occurred, a copy of
www.mapqguest.com (or similar site) showing the distance between the employee’s regular worksite and
the location the employee traveled to.

2) The employee does not have to submit actual receipts to receive reimbursement for meals.
However, employees traveling on federal and state grant dollars must check the certification that
the requested meal reimbursement amount is the lesser of the per diem or the actual cost incurred.
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Supervisor and Campus/Department Secretary responsibilities

At all times, supervisors and secretaries must ensure that the traveling employeeisinformed of these
district travel procedures. The Director of Business must approve any exceptions. Secretaries must ensure
that the travel form is completed correctly; incomplete or incorrect forms will be returned.

Prior to the commencement of employee travel:

1) Sincereimbursement rates change periodically, the latest version of the travel form should always be
downloaded from the District website at http://school s.birdvilleschool s.net/domain/2870.

2) The secretary must ensure that all applicable portions of the “ Estimated Expenses’ column are
completed prior to the trip. Thisincludes meals, fees, hotels, airlines, mileage costs or other expected
expenses. Mileage should be estimated in advance and then adjusted after the trip, using an electronic
mapping source such as www.mapquest.com. The “Prior Trip Payments’ section must include all
advances to be paid by the district to the conference for fees, or to ahotel, airline or travel agent.

3) The secretary must complete the Budget Code section, and ensure funds are available based upon the
estimated travel costs. For travel using federal grant funds, if the lodging rate is greater than the GSA
allowable rate for that locale, the secretary must apportion the GSA limit to the grant budget code, and the
overage to a nhon-grant budget code.

4) The supervisor must authorize the travel viasignature. Out-of -state travel must also be submitted to
and approved by the appropriate associate superintendent. The supervisor or secretary must then submit
the travel form to the Director of Business. Travel using federal funds must be submitted to the Grant
Specialist who will validate the per diem allowance(s) and route the request to the Director of Business.
5) Secretaries must separately submit check requests for Prior Trip Payments viathe financial system. A
check payable to the hotel may be requested from Accounts Payable, with proper documentation and two
week’snotice. Otherwise, the employee will have to pay the hotel expenses personally and request
reimbursement upon return. The employee may be reimbursed for hotels or airlines paid in advance, if
thetravel isapproved. The employee cannot receive meal or mileage money in advance.

After the employee returns from travel:

Based on inputs from the empl oyee regarding any changes in the actual travel completed, secretaries must
complete the “Post Trip Payments’ section of the travel form and submit it to the Accounting Secretary.
Secretaries must also submit post-trip reimbursement requests for the employee via check request.

Tvypes of reimbursable travel expenses

Airfare (receipts required)

The cost of tickets paid by the employee for official travel on commercia airlinesis reimbursable when
this mode of travel is reasonable and when the employee is requesting reimbursement/advance for an
airfare not exceeding the average coach fare. Specia discounted fares should be used when available, and
trips should be planned far enough in advance to qualify for discounted fares. If airfareis purchased over
the Internet, Accounts Payable will need the printed page with your confirmation number that shows the
employee paid for the ticket on their persona credit card.

Private Automobile (Mapquest printout required)

1) The maximum mileage rate for use of privately owned vehiclesisthe current Texas Comptroller of
Public Accounts mileage rate. The travel form is updated as the state rate changes.

2) Travelers should select the shortest and most economical route for their trip. Mileage begins from
the traveler’s regular worksite, not from the traveler’s home.

3) Generdly, if two or more employees from the same campus/department are going to attend the same
function, on the same date and time, they should carpool together. The employee’ simmediate supervisor
must approve exceptions to this reimbursement rule prior to travel.
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4) Reimbursements for taxi fares, personal and district vehicle parking fees, tollbooth fees, and
telephone and fax calls are authorized at reasonable costs in conjunction with their business use. Receipts
arerequired for all fares and fees.

5) Car rentas should be used when less expensive than taxi fares. Rental and mileage charges will be
paid for business purposes only. Mileage for personal travel is not authorized or payable. Any
employee who rents a vehicle for district (non-personal) businessis covered under the district’s hired and
non-owned coverage, provided other passengers are not charged afeetoride. It isnot necessary to take
the collision damage and/or |oss damage insurance coverage offered by the rental company.

Meal Per Diem Allowance (receipts NOT required)

1) The meal per diem allowance for in-state travel is capped at the current rate established by the Texas
Comptroller of Public Accounts. Birdville ISD travel formswill be updated periodically to reflect the
current state reimbursement rate. District policy permits meal per diem for out-of-state travel at the GSA
rate for that locality.

2) For travel using federa and state grant funds, reimbursement will be at the lower of the specified
fractional per diem rate or actual cost.

3) For overnight travel, the first and last day will each be reimbursed at 75% of the applicable full-day
per diem amount. Intervening days will be reimbursed at 100% of the applicable full-day per diem.

4) Thedidtrict does not reimburse meals for non-overnight trips, unless the employeeis out of the
district for 6 or more hours, and travels outside of a 100 mile radius from the normal work site. In this
rare scenario, the district may reimburse lunch at 25% of the state non-overnight per diem rate, and if the
employee can’t return home by 7:00 PM an additional 50% of the state non-overnight per diem rate can
be reimbursed for dinner.

Lodging (receipts required)

1) Lodging should be limited to a reasonable and economical option. Employees should try to find
accommodation at state-negotiated contract rates when possible. Contract rates are available here:
http://portal.cpa.state.tx.us/hotel/hotel _directory/index.cfm.

2) For federally funded travel, lodging expense should not exceed the GSA rate established for that
locality at http://www.gsa.gov/portal/category/21287. Personnel authorized to travel using federal funds
should be aware of the maximum rate allowable. Questions on allowabl e rates should be directed to the
appropriate program administrator.

3) Double occupancy of rooms should be utilized whenever possible. When sharing a room, please list
with whom you shared aroomin the “Notes’ section of the Application for Travel and Expense Report.

IN-DISTRICT TRAVEL PROCEDURES (mileage data required)

1) Theimmediate supervisor must approve reimbursement for in-district travel mileage. Employees
must request reimbursement viathe In-District Travel Form, which is aso available at

http://school s.birdvilleschool s.net/domain/2870. The form must be completed in entirety. The employee
and supervisor must sign the form before it is submitted to the Accounting Secretary. In-district mileage
reimbursement should be requested at least quarterly, and submitted via check request.

2) Mileageisreimbursed for businesstripsin excess of the normal commute. Trip mileage must begin
from the employee’ sregular worksite and end at that day’ s worksite (round-trip). Mileage is reimbursed
at the pre-populated current mileage rate, and the total dollar reimbursement auto-cal cul ates.

3) Employeesreceiving atravel stipend will not be reimbursed for in-district mileage.
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BIRDVILLE INDEPENDENT SCHOOL DISTRICT
Application for Travel and Expense Report

Employee Title Date

Campus/Department

Destination

Concise statement of purpose of trip and/or duties performed:

Name of Conference/Event (if applicable)

Departure Date Time Return Date Time

***]f traveling on Federal or State funds (Funds 201-459):
I certify that meal reimbursement is the lesser of
per diem or actual cost incurred.

R OR

Employee TYPE I) Hl;.n ature Emplayee Digital Signature

Instruclions: Complete the estimated column two weeks prior to trip and submit for prior approval. Retain a copy of this farm for your files. The com-
pleted form must be used to submit your actual daily expenses and receipts upon completion of trip. (Expenses needing advance payment require that
you submit a check request with correct budget codes to the appropriate vendor. Submit a check request for expense reimbursement). Meals will not

be reimbursed unless overnight lodging is required.

ESTIMATED EXPENSES.  Prior Trip PRIOR TRIP POST TRIP ACTUAL
(Priorioirip] Voucher # PAYMENTS PAYMENTS EXPENSES
Hotel: § $0.00 $ $ $0.00
Daily Rate X #Days :
IAirfare $ $ $ $ 0.00
IRegistmrion Fee $ $ $ $ 0.00
IMeals $ $ $ $
x $46.00 0.00 N/A 0.00
# of days  Per Diem
Rme for day nfdepam.lre Jretum
| il be 75% of Per Diem Rette.

Im e | Ca $ $ $ $
m:&s?%% ' 50 N/A 0.00

BOTHER (List items and amounts)

5 $ 5 $ 0.00
$ $ $ $ 0.00
$ $ $ $ 0.00
l{g;“ ESTIMATED $ 0.00 $ 0.00 $ 0.00 $ 0.00
BUDGET CODE(S) [*Account Number Required] TOTAL PRIOR TOTAL TOTAL
TRIP POST TRIP ACTUAL
Fund Function Oblw Sub- Org Progr&m Budgei‘ Proiecf PAYMENTS PAYMENTS EXPENSES
Obiject Manager Code
0.00
0.00
0.00
0.00

I Undistributed /Unreimbursed Amount Is 0.00 I $0.00 |$D,DO_




EMPLOYEE NAME:

APPROVED BY:
Birdville [SD Employee Birdville ISD Employee’s Supervisor
SEND APFROVED COPY
FOR REIMBURSEMENT
VOUCHER TO: APPROVED BY:
Type Name: Type Nome:
APPROVED BY: APPROVED BY:
Leadership Approval [FOR OUT OF STATE TRA L Director of Business

This report is due within five days after return from trip and all receipts and statements indicated above must be attached.

Additional Notes/Comments

*Note ~ Always "SAVE AS"
Do NOT "Save a Copy" ~

#1. Forward Form to Supervised Authority for Approval

#2. Submit APPROVED Form to Director of Business

#3. Submit Final form to Accounting for Payment




EMPLOYEE NAME: APPROVED BY:

Birdville ISD Employee Birdville ISD Employee’s Supervisor
SEND APPROVED COPY
FOR REIMBURSEMENT
VOUCHER TO: APPROVED BY:
Type Name: Type Name:
APPROVED BY: APPROVED BY:
Leadership Approval [FOR OUT OF STATE TRAVEL ONLY] Director of Business

This report is due within five days after return from trip and all receipts and statements indicated above must be attached.

Additional Notes/Comments

*Note  ~ Always "SAVE AS"
Do NOT "Save a Copy" ~

#1. Forward Form to Supervised Authority for Approval

#2. Submit APPROVED Form to Director of Business

#3. Submit Final form to Accounting for Payment
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AL/ (RevA-07117) TEXAS HOTEL OCCUPANCY TAX EXEMPTION CERTIFICATE

NOTE: This certificate is for business only, not to be used for private purposes, under penalty of law. The hotel operator may request a govern-
ment ID, business card or other identification to verify exemption claimed. Certificate should be furnished to the hotel or motel.
DO NOT send the completed cetrtificate to the Comptroller of Public Accounts. The cetrtificate does not require a number to be valid. Refer to Hotel Rule
3.161 for exemptions.

Check exemption claimed:

|:| United States government or Texas government official exempt from state, city, and county taxes. Includes US govern-
ment agencies and its employees traveling on official business, Texas state officials or employees who present a Hotel Tax
Exemption Photo Identification Card, and diplomatic personnel of a foreign government who present a Tax Exemption Card
issued by the US Department of State.

ﬂ Religious, charitable, or educational organization or employee exempt from state tax only. Educational organizations
include school districts, private or public elementary and secondary schools, and Texas institutions of higher education as
defined in Section 61.003, Texas Education Code. Beginning October 1, 2003, non-Texas institutions of higher education (public
and private universities, junior colleges, community colleges) must pay the state hotel occupancy tax. Religious and charitable
organizations must hold a letter of exemption issued by the Comptroller of Public Accounts to claim the exemption.

|:| Other. Organization exempt by law other than Chapter 156, Tax Code. Specify reason for exempt status below. Supporting
Documentation Required.

Name of exempt organization Organization exempt status (Religious, charitable, educational, governmental)

Birdville Independent School District Educational
Address of exempt organization (Street and number, city, state, ZIP code)

6125 East Belknap Street, Haltom City, TX 76117

GUEST CERTIFICATION: | declare that | am an occupant of this hotel/motel on official business sanctioned by the exempt organization named above
and that all information shown on this document is true and correct.

Guest name (Please print)

'gn ’ Date

FOR HOTEL/MOTEL USE ONLY (OPTIONAL)

Name of hotel/motel

Address of hotel/motel (Street and number, city, state, ZIP code)

Room rate Local tax Exempt state tax Amount paid by guest Method of payment

You have certain rights under Chapters 552 and 559, Government Code, to review, request and correct information we have on file about you.
To review or correct your state tax-related information, contact the Texas State Comptroller's office.

Hotels may require verification before accepting a hotel occupancy tax exemption certificate. An organization may qualify for
hotel occupancy tax exemption even when it does not have a Comptroller's letter of hotel tax exemption or cannot be found
on the Comptroller's list of exempt organizations. Some examples include churches, public schools and community colleges.

You may need to pay the tax until verification of hotel tax exemption can be obtained from the Comptroller's office. You can
apply to the hotel for a refund or credit.

A list of charitable, educational, religious and other organizations that are exempt from state and/or local hotel tax is online
at http://window.state.tx.us/taxinfo/exempt/exempt_search.html. Other information about Texas tax exemptions, including
applications, is online at http://window.state.tx.us/taxinfo/exempt/index.html.

You can also send an e-mail to exempt.orgs@cpa.state.tx.us or call (800) 252-1385.



BIRDVILLE ISD
TRAVEL REQUEST/EXPENSE FORMS

In-District Mileage
Record of Travel

Destination
Date From To Mileage Purpose of Visit
Total Miles 0
Mileage Rate $ 0.565
Total Mileage Reimbursement $0.00
Employee Printed Name Budget Code
Employee Signature
Speed Code

Supervisor’s Signature




=2 s MEMORANDUM

Director of Business

TO: Budget Managers and their Administrative Staff
FROM: Ed Sorola
DATE : July 1, 2012

SUBJECT: Budget Amendments and Transfers

Definitions
Budget Amendment:
1) For all funds, any adjustment of the budget that changes total revenues or total expenditures.
2) For funds 199 and 240, any shift of budget between functions (the 2™ account segment).
3) For funds OTHER than 199 and 240 (generally), any shift of budget amongst major objects
(specifically, 61XX, 62XX, 63XX, 64XX, 65XX, and 66XX).

Budget Transfer: All adjustments of the budget that are not an Amendment, as defined above.

Submission Process

Both amendments and transfers should be submitted in Munis using the “Budget Transfers and
Amendments” function. Instructions on how to enter such a transaction are included in the Munis
training documents that I will provide to you during training sessions in July and August, 2012. If you
have trouble entering the transaction, contact me or Cristina Soriano. For amendment of federal and state
grants, please contact Ginger Martin. Note that if your amendment crosses between fund numbers or
budget managers, your Munis permissions may not allow such an entry, so you should request that
Cristina, Ginger, or I enter it into Munis on your behalf.

If you submit a large-dollar amendment of funds 199 or 240, I may require that you complete a detailed
budget amendment form, which I will submit to the Associate Superintendent of Finance and the board of
trustees for approval. I will provide this form to you if it is required. You should submit the completed
form by the 1* of the month to ensure the amendment will be included in the agenda of that month’s
board meeting.

Approval Process
All transactions that you enter into Munis will route to your budget manager for approval. The
transactions will then route to a member of the Business Office, as follows:

1) Funds 199 and 240: Transactions over $1,000 will route to me for approval. Transactions of

$1,000 or less will route to Cristina Soriano for approval.

2) All OTHER Funds: Route to Ginger Martin for approval.
After all approvals are complete, Munis will email you a notice of approval. The Business Office
approver (Cristina, Ginger, or I, as relevant) will then post the transaction to ledger, and you will be able
to create requisitions against the funds.

If board of trustees approval is required, either I or Associate Superintendent Mike Seale will present the
amendment at the next board meeting. Your amendment will be posted in Munis and funds made
available for expenditure after the board has given approval.

Ed Sorola
Director of Business



HOW TO ENTER A BUDGET TRANSFER INTO MUNIS

Log on to MUNIS and click “Budget Transfers and Amendments”.
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Budget Transfers and Amendments

MUNIS Version 9.3

After you have selected “Budget Transfers and Amendments”, the following screen will appear:

-

L

,,2_ Budget Transfers and Amendments - Munis [TEST DATABASE Jun 18 2012] e
e e - i’

My Eile Edit Tools Help
@8

&

ik AEE B8 2R NE FEHERE “Ha w080@

Journal Details
Clerk

Fiscal year
Period

Joumal

Journal referenca 1

Journal reference 2

Short description
Effactive date
Budget year code
Entity code
Amendmeant type
Special Condition

Amendment status

Workflow

Wy Approvals | Approvers

Approve Reject Farward Hold

Defines/Searches for existing Journal, OVR

Do not use the ENTER key on your keyboard. Instead, use the TAB key to move from one

field to another.

file Edit
@ ®

Accept  Cancel

| My

Define
Release
Cutput-Fost

Lines

Tocls Help

.
Cut

@

Print

B
Faste

Q
Find

=3
Copy

B B &

Browse Query = Add

Update

%

Delete

F: =
Display POF  Save

Journal Detalls
Clerk Bey, Glo
Fiscal year 2012

Pericd 12 JUN
102
199510

Journat

Journal reference 1
Journal rafarence 2
Short desecription SUPPLIES

Effective date 06/26/2012

]

Budget year code
Entity code

Amendment type
Spedal Condition

Amendment status

Workflows

My Approvals |

Forveard Approvers

Defines/Searches for existing journal.
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Budget Transfers and Amendments MUNIS Version 9.3

e Click on the ADD %! tool button.
e MUNIS will automatically pre-fill the Fiscal year, Period, and the Journal.

¢ In the Journal Reference 1 field, enter the fund code and budget mgr code as one number,
such as 199510 or 211510 for Special Revenues.

e Tab through Journal Reference 2 field.

¢ In the Short Description, enter the reason for the transfer, for example “Supplies”. You are
allowed to use a maximum of 10 characters to enter this information.

e Tab through the remaining following fields:
e Leave the Effective Date field unchanged. Do not change the effective date!
e Leave the Budget Year Code as #1.
e Leave the Entity Code as #1.
e Leave the Amendment Type Code as #1.

e Leave the Special Condition field blank.

Budget Amendment Detail Lines

Budget Amendment Detail Lines i |'= = X
My FEle Edit Tools Help
2 8 4 2 & Q @ & st @ B & M B =E 5 3 F - s @ @

Jourmal

Journal 2012/12 102 Ref 199510 Desc SUPFLIES  Eff Date 06/28/2012

Journgl Lines

Line T Account Number Comment Eff Date Vo Amount
1E |155-51-€315-BU-551-59-510- 0e/28/2012 (D] 3,000.00
2 E 195-52-6245-MN-955-39-510 || 06/28/2012 I 5,000,00

[ Add'l Description

Journal Totals
Increase 5,000.00
Deoease 5,000.00

nter the account.

¢ You will automatically be taken to the Budget Amendment Detail Lines screen.

e Line 1: The column heading “T” should be “E” for expense.

e Enter a valid account number where the funds will be transferred from in the Account line.
¢ In the comment box you can provide an explanation of the transfer (max. 30 characters).

July 1, 2013 Page 3



Budget Transfers and Amendments

MUNIS Version 9.3

Upon completion of the comment, hit tab and the following dialog box will appear.

[®] MUNIS (bgamdent) X

!) Dizplay account's budget:

|_ Haone

| ’ Amounts ‘ ’Transactinn Histu:ur_l,ll

If you want to view the subject account budget record prior to completion of this Budget
Transfer/Amendment Line, choose either the Amounts button or the

Transaction History button, and then choose Exit to return to the Detail

screen to complete the Line.
“None”.

If you do not wish to view the account’s budget, choose

| Budget Amendment Detail Lines
My FEle Edit Tools Help

2 8 +r 33 a q =

[=Er—=

- = - = -— = 4
% @ @ 2 H B = B = B @ B @
Jourmal
Journal 201212 102 Ref 199510 Desc SUPPLIES Eff Date 06/28/2012
Journgl Lines
Comment Eff Date Vo Amount

Line T Account Number
1E 1%5-51-8315-BU-551-59-510-
2 E 159-52-6249-MN-595-55-510

O6/f28/2012
06/28/2012

o]
I

5,000.00
5.000.00

[ Add'l Description

Journal Totals
5,000.00

5,000.00

Increase

Deoease

nter the account.

e Tab through the effective date.

¢ In “l/D” box indicate whether you are increasing (I) or decreasing (D) the account entered.

e Enter the amount you are increasing or decreasing on the Amount line. All amounts must
be entered as positive numbers. MUNIS will not accept a negative amount entry. Hit Tab

and the next line will appear.

July 1, 2013
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Budget Transfers and Amendments

MUNIS Version 9.3

e Line 2: Enter a valid account number where the funds will be transferred to in the Account
Number line. The system will automatically enter the account you entered on line 1. Just

highlight the account with your mouse and

begin entering the correct account.

e |If you are transferring to multiple accounts, enter an amount in lines 3, 4, etc. to balance the
amount transferred from in Line 1. The journal totals in the left-hand corner of the screen
will help you balance your transfers. Your increase and decrease amounts should always
be the same. Note: Use the scroll bar to view lines 3 and so forth.

e If you need additional space to explain your transfer, click the Add’l Description box.

The additional Comments screen will appear:

Additional Comments

R ET———

—a o

File Edit Tools Insert Help

Journal: 102 Line: 2

[2’}9 Check Spelling I ‘ Display as HTM

L |

(%

Use all CAPS when entering your comments.

Once you have completed the entry of your

explanation, choose the EXIT tool button and the screen will appear below:

Additional Comments

5

! Changes have been made to this file. Do you want to save them?

i Yes ! ‘ No | ‘ Cancel ‘

Click Yes to accept the changes to text.

July 1, 2013
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Budget Transfers and Amendments MUNIS Version 9.3

: T
. Budget Amendment Detail Lines "E ||E|_1H.ﬁ|
e £ & S & &= S — = 4 =
My Ffle Edit Tools Help
®@ @422 AEFE +#@ % & REB EEBD = & % 98 @
Jourmal

Journal 2012/12 102 Ref 199510 Desc SUPFLIES  Eff Date 06/28/2012

Journzl Lines
Line T Account Number Comment Eff Date /D Amount m
1E 1595-51-€315-BU-5351-599-510- 06/28/2012 ] 5,000.00
2 E 159-52-6245-MN-5395-59-510 |_‘J 06/28/2012 1 3,000.00

(= Add'| Description

TJournal Totals
Increase 5,000.00
Decrease 5,000.00

nter the account. =

e Once you have finished entering your budget transfer, click on Accept v button.

e Choose the EXIT tool button in the upper right-hand corner to return to the header
screen, as below:

-

“, Budget Transfers and Amendments - Munis [TEST DATABASE Jun 18 2012] i n lt——,i E' ﬁ
My File Edit Tocls Help
@ ©® & =2 @ Qq B+ B # & & 8

Accept Cancel Cut Copy Paste Find Browse Query Add Update Delete Print Display PDF Sawve

Journal Details

Define Clerk Bey, Glo
Release
Fiscal year 2012
Output-Post Period 12 JUN
| Journal 102 L
Lines
Journel reference 1 199510

Journal reference 2

Short description SUPPLES
Effective date 06/28/2012 1144
Budget year code 1
Entity code 1

’ Amendment type 1

’ Special Condition ]
Amendment status Held
Workflow

" My Approvals | Approve Reject Forward Hold |

Accesses the journal detail records. OVR

July 1, 2013 Page 6



Budget Transfers and Amendments MUNIS Version 9.3

e Once the Budget Amendment Details lines are completed choose the Release
button from the Side Menu, as above. This will change the Amendment Status to Pending
Approval. After the Budget Amendment entry is released, it will be routed to the appropriate
individual in your approval workflow prior to being submitted to the Business Office
approver. To view the list of approvers that your transfer/amendment will be routed to, click
the “Approvers” button. You can see who has approved the transfer as it is routed. Once
the final approver has approved, you will receive an email notification. The Business Office
approver will post the amendment/transfer to General Ledger, after which you can create
requisitions or vouchers against the increased budget amount.

Note: If you need to make any adjustments to a budget amendment that has already been
released, please contact the Budget Department requesting your budget transfer to be rejected.

July 1, 2013 Page 7



Budget Transfers and Amendments MUNIS Version 9.3

HOW TO CORRECT A REJECTED BUDGET TRANSFER

If your budget transfer is found to have errors, or if you need to edit your transfer after submitting it,
the Budget Department will reject it and return back to you for corrections. Go to “Browse” to
locate, select, and display your transfer.

- Budget Transfers and Amendments - Munis [TEST DATABASE lun 18 2012]

My File Edit Tools Help
i ¥ L @B | Q B B @ B # & H H B

ncel | Cut Copy Faste | Find Browse Query  Add Update Delete | Print Display PDF Save

Journal Detalls

i Define ; Clerk Bey, Glo
| Release
Fiscal year 2012
| Cutput-Post Feriod 12 JUN
| ; ] Journal 102
Lines

Journal reference 1 199510

Journal refarence 2

Short desecription SUPPLIES
Effective date 06/28/2012 %]
Budget year code

Entity code 1
Amendment type 1
Special Condition

Amendment status

Worlkflow

My Approvals Approvers

Defines/Searches for existing journal.

e Choose the Lines button from the side menu as shown above. This will allow
you to enter the corrections to the Budget Amendment Detail lines in the following screen:

| Budget Amendment Detail Lines - s |‘= | (S
My FEle Edit Tools Help
@ 8 + 2 &  F = @ 8 & RN B E 5@ B 3 E a =« 2 @ @

Jourmal

Journal 2012/12 102 Ref 199510 Desc SUPFLIES  Eff Date 06/28/2012

Journal Lines

Line T Account Number Comment Eff Date Vo Amount
1 E 155%-51-£315-BU-551-59-510— 06/28/2012 s} 5,000,00
2 E 195-52-6245-MN-955-39-510 || 06/28/2012 1 5.000.00

[ Add'l Description

Journal Totals
Increase 5,000.00
Deoease 5,000.00

nter the account.
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Budget Transfers and Amendments MUNIS Version 9.3

e Click the UPDATE = tool button to make changes to the transfer lines
e Once you have finished corrections to your budget transfer, click on Accept v button.

e Choose the EXIT ﬂ tool button to return to the header screen, as below:

 Faste | Finc Browse Query Add Update Delete Print Display PDF Save

Journal Detalls

i Define j Clerk Bey, Glo
| Release
Fiscal year 2012
| Cutput-Post Feriod 12 JUN
| ; ] Journal 102
Lines

Journal reference 1 199510

Journal refarence 2

Short desecription SUPPLIES

Effective date 06/28/2012 fuid
Budget year code 1

Entity code 1

Amendment type 1

Special Condition v

Amendment status

Pending Approval

Worlkflow

My Approvals Approve Reject Forward ald Approvers

Defines/Searches for existing journal.

e Choose the Release button from the Side Menu on the main screen, as above.
This will change the Amendment Status to Pending Approval.

July 1, 2013 Page 9



HOW TO GENERATE A YTD BUDGET REPORT

1. Log on to MUNIS and click “YTD Budget Report” (or) Departmental Functions > YTD
Budget Report.

ﬁ Profile = Add View

Home

¥ settinigs [ Order Views

w Wuniz
> Favorites
> Financiais
> Ofher Applications
~ Deparimental Funciions
Aecount Inguiry
WTD Budget Rapart

Vender Inguiry

Purchase Order Inguiry

Employse Inguiry

Mext Year Budget Entry

Requisificn Entry

Budgel Transfers and Amendments
Requisifion Appovals

Commodity Godes

S Fuschase Order Receiving

2. Complete the following fields by identifying the set of data you wish to review. Click the Seg

Find Option to search on individual budget string segments.

== X ——— - . -
[l ¥TD Budget Report - Munis [TRAINING DATABASE Jul 9 2012]
My Eile Edit Tools Help

20 + .4 QEE yER 2aRNE FEHO0H " Ba >

Account Rollup

Seq Find Org
Report Options Object

Project

Rollup code

Rollup year

Rollup program |
Account Type/Status
Account type

Account status

Define sequencing, totals, spacing, etc.

OVR:

ke

3. After entering the segments you wish to review, click the accept button ¥ to select your
search criteria.
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YTD BUDGET REPORT MUNIS Version 9.3

-

s B By
...,Ju GL Segment Find - Munis [TRAINING DATABASE Ju...L == ﬂ
My File Edit Tools Help

@0 + A QARE R EREE »

Find by Segments
Fund 199

Function
Object

Sub Object
Organization

Program

Budget Mar 001

alaahhba

Project

Character code D
Account type .

Account status

]

Enter seventh account segment code

search. Click the Report Options button

= N
(Il ¥TD Budget Report - Munis [TRAINING DATABASE Jul 9 2012] | B
Wy File Edit Tools Help

@0 4+ 3 QEFEFER SN0 EHEEEH - Ba »

Account Rollup

Seqg Find Org
Report Options Object
Project
Rolup code
Rollup year

Rollup program

Account Type/Status
Account type

Account status

Define sequencing, totals, spacing, etc.
81 Record(s) found.

A — = =

5. Complete the following fields in order to customize the report to look the way you desire.
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YTD BUDGET REPORT MUNIS Version 9.3

2 = = —— ok
B Y
My File Edit Tools Help
@@ + 2B QAEE qfE R L8R NE HEHBE M a =« 06806
Repart Sequence
Excaute s report (T -
Page

Field # Total Break
Sequence 1 |01-Fund _B il I
seaencez  joz-mnctn  [v] @[]
Sequence 3 | B I Tl
Sequence 4 = g 1
Report title YEARTO-DATE BLIDGET REPORT
Print Options Additianal Opfions
Reporthﬁ’

v accounts that used 0 ¥ or greater of budget

Totals orly [} Year period i_j.-'y_lﬂ-invear}perlod_'_'_lz 013/ 9%
Account descripton ;F_E.l_l_ E FrintMTD version i}
Frint full GL account ¥ Format typs |stardard format B
Rl projects to coject | Double space ]
Carry forward iTomb(GAAF'} |—vI Suppress zero bal acets [
Printreport opticns =]

ol |

[ T _ — = B
ER T T T ——

My file Edt Jools Help
@0 + 22 AEFE hER ARIEB EEHEE Ba @@

Report Sequence

Execute this report Now E
Page
Break
Sequence 1 |
Sequence 2 [
Sequence 3 L
Sequence 4
Report title \“'EAR—'I'O-DATE BLDGET REFORT

| Frint Options@  Additional Opdons

Additianal Option;

Indude requisition amounts i Indude budget eniries

Print Revenues-version headings = Indude encumb/fig entnes

Print revenue as oedit 1 sort option | Journal entries T+
Print revenue budgets as zero E) Detail format option ?étandﬂrd anh:lt i
Indude fund balance = Indude additoral JE comments

Sortftotal budget ralup =l Mutivear view %D.efau!t view D

Print journal detail ] Amaunts/totals excead 999 milion dollars (]

From yrjper 2013 -

To yrjper 2013 12

Check to include requistion amounts with encumbrances AR
%-:ﬁk p— — — eSS

Note: If you check mark “Print journal detail”, then your report will display detail entries for
each budget string.

6. Click the accept ¥ button to accept the report options you have selected.

7. Select the in the upper right-hand corner to exit the screen.
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YTD BUDGET REPORT MUNIS Version 9.3

g .
HE1 YTD Budget Report - Munis [TRAINING DATABASE Jul 9 2012] =L
My File Edit Tools Help
@0 ¢« B QEEFER SRANE EEHEE " Ba 0 »
Account Rollup
org
Project
Rollup code
Rollup year
Rallup program |
Account Type/Status
Account type
Account status
Define seguencing, totals, spacing, etc. ave
81 Record(s) found. l

8. Once you have chosen your report format click the Pdf Button Zto display your report in
Pdf or Output/Print button Eto print the report.

Example

|F'Lle Edit View Window Help ®

& =2 B @ ‘ * 3 EI (4 of 7) | (=) ‘ ’E * Tools Sign Comment
L

Cad

Click on 5ign to add text
and place signature on a
PDF File.

07/09/2012 16:01 TEATNINZ DATABASE Jul © 2012
10167 YEAE-TO-DATE EUDCET EEPORT

FOR 1013 99

CRIGINAL AFFROF REVIEED BUDGET ¥ID

EEADING MATERIAL

a.aa 500.9 a.o0 C.o0 S00.00 -h
LIBREARY EUDPLIZE
o.aa 1,697.00 o.oo0 o.oo 1,637-00 .04
TUTAL INSTRUCTIONAL RESOURCES MEDIA
4,€97.00 o.a0 £,697.00 000 c.oa 4,€97.00 Lok

13 COREICULUM

DEVELOPMENT

MIEC THEERVICE

o.od .0 0.00 c.o0 0.0 04 =
EUPDLIES-PROF LEARNING

o.aa Z00. 00 0.00 0.o0 200.00 ok
OT TRAVEL

o.a0 0.00 o.o0 o.o0 o.oo ok
OUT OF DISTRICT TRAVEL

a.aa %,B00.00 0.00 o.oo 2, 80000 .oh

TOTAL CURRICULTM DEVELOPMENT
3,000.00 a.aa 3,o000.00 o.o0 c.oo 3,000.00 -k

23 ECHOOL LEADERSHID

MISC CAMPUS SUFFLIES

_oa .on o_oo Lk

o 0. o.on o
POSTREE

o.ag 7.800.00 o.0m o.oo 7, BC0.00 X ]
GENERAL OFFICE SUPPLIES

o.o0 E,000.00 0.o0 c.oo S, 00000 04
O0T OF DISTRICT TRAVEL

o.a0 2,600.00 o.o0 G.oo 2,600.00 .ok

TOTAL ECHOOL LERDERIHID
15,400.00 .04 15,400.00 0.00 o.oo 15, 40000 LR

GUIDANCE COUNSELING EVALUATION

ECCHS & PERIODICALS
o.oo

Your report may display slightly differently depending on the Report Options you have chosen.
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Birdville ISD

Secretary Budget Coding

The Basics

Account Code Requirements-Data required
by TEA

XK XK KAKAKAK == XK KX - XK -xxx




Budget Coding

Fund-Funding source

XX KXX XXX K -XXK XXX -XXX
* 199-General Fund

» 200-400’s-Special Revenue Funds

* 500-Debt Service Funds

» 600’s-Capital Project Funds (Bond
Projects)

Budget Coding

Function-Purpose of the Expenditure
XXX XK XXXX-XX-XXX-X-XK-XXX

1"
12
13
21
23
31
32
33
34
35
36
41
51
52
53
61
81
95

Instruction (Activities directly between teachers and students)
Instructional Resources and Media (Library)

Curriculum Development and Instructional Staff Development
Instructional Leadership

School Leadership (Principal & Office Staff)

Guidance, Counseling, and Evaluation Services

Social Work Services

Health Services (Nurses)

Student (Pupil) Transportation (To/From School Only)

Food Services (Cafeteria Services Only)
Co-curricular/Extracurricular Activities

General Administration (Administration Offices)

Plant Maintenance and Operations

Security and Monitoring Services

Data Processing Services

Community Services

Facilities Acquisition and Construction

Payments to Juvenile Justice Alternative Education Programs




Budget Coding

Object Code-Nature or Object of account

XXX =X X=X XXX -XX-XXX-X-XXK-XXX

6100’s-District Employees
6200’s-Professional & Contracted Services
6300’s-Supplies & Equipment < $5,000 per
unit cost

6400’s-Dues, Travel, Food and Other
Expenses

6600’s-Capital Assets >$5,000 per unit cost

Payroll Object 6100

Substitutes

>»11-6112 All Teacher Absences
»XX-6116, 6117 Professional Non-Teacher
»XX-6122, 6125 Clerical

Part-Time Employees (no benefits)

»XX-6127 Professional
»XX-6126 Support Personnel




Budget Coding

Sub-Obiject-District Local Option provides
additional account description

XXX=XX-XXXK XK -XXK-X-XX-XXX

Budget Coding

Organization Number

XXK-XXK XXX XK= HX KK -X-XXK-XXX
» 001-040 High Schools

041-100 Middle Schools

101-698 Elementary Schools

699 Summer School

700-750 General Administration
800-997/999 Undistributed




Budget Coding

Fiscal Year

XXX =XX-XXXK-XK-XXK-X-XX-XXX

Number will be the year the school year ends
(school year 2011-2012 would be “2”).

Note that in Munis, the fiscal year is NOT part
of the account string.

Budget Coding

Program Intent Code-Intent of program provided to students

XXX X-XXXX-XX-XXK-X- XK -XXX

11
21
22
23
24
25
26
28
29
30
91
99

Basic Educational Services

Gifted and Talented

Career and Technology

Services to Students with Disabilities (Special Education)

SCE & At-Risk for Non-Title | Campuses

Bilingual Education and Special Language Programs
Non-disciplinary Alternative Education Programs

Disciplinary Alternative Education Program (base level program)
Disciplinary Alternative Education Program (supplemental costs)
SCE & At-Risk for Title | Campuses

Athletics and Related Activities

Undistributed (not readily distributed to a program intent code)




Budget Coding

Local Option Codes-District Local Option
used as budget manager

XXXK-XX-XXXK-XX-XXK-X-XX- XXX
« Campus budget manager is the
campus organization number

« Computer budget access is based
on the budget manager number




Birdville ISD Account Code Segments

For a full listing of all account segments used at Birdville ISD as of July 1, 2012 be sure to access
the file at the hyperlink below. THIS IS A VALUABLE RESOURCE FOR ALL DISTRICT SECRETARIES!

HOME [eGleewiVRRlVicq GUSINESS — PAYROLL — MAC/SRHARS — PURCHASING — PRINTING  FINAMCIAL REPORTS ~ FOR STAFF  VEWDORS

CALEMNDAR

Home b Accounting P Accounting ACCOUNTING
Overview
FORMS

Accounting
Forms

The following forms are provided for various accounting activities in the District:

s Code Correction Request

s Code Correction Field Trips

¢ Form to Bill Other Departments

s Form to Payv Other Departments

s Sales Tax and Use Exemption Form

¢ Request New Munis Account Form

« MUNIS Chart of Accounts Segments as of 7-12-12
« MUNIS Convert PS Speed Code to Munis Acct.

¢ TX Education Agency Fin. Accountability Sys.Resource Guide (TEA FASRG)
o http:/fwww tea state tus/indexd aspxfid=1222

Additional Guidance on Account Code Segments

For in-depth information about where to charge various types of items, be sure to consult the
Texas Education Agency Financial Accountability System Resource Guide, Module 1. Account

code segments are discussed in detail in Section 1.4, which spans pages 218 to 512. Detailed

examples of what to charge —and what NOT to charge — to each segment are provided.



PO Box 5339
Round Rock, TK 78683

888.851.6634
g s Fax 512 388 0841
recovery and verification checksmart@austin.rr.com

Procedures for Handling Checks at Birdville ISD Campuses

School Procedures

Each campus will need to place a CheckSmart decal in the campus office as well as the
cafeteria.

Returned Checks

All returned checks will be sent by the bank directly to CheckSmart's office.

Payment Procedures

Do not accept payment at your campus. Refer all check writers directly to
CheckSmart at 888-851-6634 for payment arrangements.

CheckSmart Procedures

When we receive the check, the following happens in our office.

¢ We enter the check into our database by campus.

e We enter the check into a nationwide check verification database

e We fax an acknowledgement of the check to the district

e We place the check on the website so that you can see it.

e We skip trace for missing information.

e We begin a series of collection letters to the check writer.

We set up any electronic representments of NSF checks.

On 5™ day we start calling the check writer.

We return to the district 100% of the face value plus $5 for each collected check.
If you choose we can prepare paperwork and file charges after 60 days.

CheckSmart accepts many forms of payment:

* Credit Cards * Debit Cards *Money Orders *Electronic Checks
Check writer can also pay at any MoneyGram location including all WalMarts

If you have any questions call: 888-851-6634



NAME ADDRESS

PHONE TDL #
NUMBER

CAN DRAW THE CROSS ON THE CHECK AND THEN PUT INFORMATION IN
EACH QUADRANT.



CHECKSMART PROCEDURES

At CheckSmart we combine Electronic Collections (RCK) with Traditional Collections to give your district the
highest possible return of money to your budget. In addition to returning 100% of the face value of each
collected check to you we will also pay you an additional $5 per collected check.

Below are the procedures that are followed for most of our school district clients. We are glad to make
adjustments to these procedures to better meet your district’s needs. We understand that they are your checks,
your students and your parents and we will handle each in the way that you choose.

e On the day that we receive checks from your bank or your office we enter them into our collection
system based upon the coding system that you choose. Most districts will have us code checks by
campus and then by activity or organization. Some will also have Food Service checks coded as a
stand-alone and then have those broken down by campus. We will follow whatever coding procedure
that you prefer.

e We will fax an acknowledgement of each check to your office and also make the information available
to you on our website so that you can be kept up to date and allow you to monitor our progress The
images of the front and back of the checks are also available on the website. The online report can be
downloaded and sorted to best suit your needs.

e As we enter your checks into our system they also are entered into the largest verification database in the
State of Texas. This limits the check writer’s ability to write checks until they have paid your check.

e For the Non-Sufficient Funds and Uncollected Funds checks we will send out a letter on the first day
notifying the check writer that they have a returned check and that we will be electronically re-
presenting the check to their bank account.

e On the third day we will electronically re-present the check to their account. If the check clears then we
are done. If it does not then we will re-present it one last time.

e [fthe check does not clear at this time then it will go into our Traditional Collections system. This is
where your closed account, stop payment and refer to maker checks went on day one.

e On the first day we will send a collection notice to the check writer. At this time we also skip-trace the
check writer to find any updated address or telephone information. All notices have been reviewed by
attorneys for the American Collectors Association to ensure that all required language is correct.

e We structure our notices to be informative without being confrontational. They simply notify the check
writer that they have a returned check that was written to your district and give different options for
paying for the check. Our phone number is on all notices to help the check writer if they have any
questions.

e On day five a courteous collector will call the check writer to secure payment of your check. Again, our
collectors are trained to never be rude to a check writer. We treat your check writers with respect and
understand that we are helping them solve a problem too.



e Check writers can pay for their check over the phone with a credit card, debit card or electronic check..
They also can mail us a money order or a cashier’s check. Finally they can pay for the check at any
Money Gram location including all Wal-Marts.

e We will continue sending collection notices and making collection calls until we have received payment
for your check. All CheckSmart personnel have been trained to abide by the Fair Debt Collectors
Practices Act to ensure that communications with check writers are legal and professional.

e As we receive payment for your checks the money is deposited in a non-interest bearing Merchant Trust
Account. On the 1* and 3™ week of each month we mail you 100% of the face value of all checks
collected during the period as well as a $5 rebate bonus for each collected check. Each payable check is
accompanied by a payable report itemizing the payments. Again, all reports are organized and broken
down by the categories that you choose for your district.

e Although we do collect over 90% of the checks that our school district clients send us there will be some
checks that we are unable to collect. We typically attempt collection of all checks for a period of 90
days. At that time we can either return the check to you or prepare it for filing charges.

e Ifyou choose to have us prepare the check for filing charges we will send out and track the certified
letter for you and fill out the filing affidavit for you. We will return to you the original check, the
affidavit and the certified green card. All you will need to do is sign the affidavit and forward it to your
County Authorities. In most counties we can do this for you.

e Asyou can see we want to be a complete solution for your district’s check recovery needs. We
understand that this is an important job that you are choosing to no longer do in-house. We want to be
able to take this burden off of you by handling all aspects of the collection process from the beginning
until the end.

e Throughout the process your checks are kept here at our office in Round Rock. They are never
forwarded to another agency. We are always available to help answer any questions that a parent may
have about a returned check.

e CheckSmart’s friendly staff will respond quickly to any special needs that you may have. Occasionally
you may want us to pull a check or stop our process on some of your checks. Just call us with the
request and we will be glad to help.

We want to be a long-term solution for your district’s check recovery needs. We have been serving clients
since 1999. To have us go to work for you, simply fill out the Recovery Contract and mail or fax it to us.
We will call you to visit about your preferences and then we will take it from there. Please don’t hesitate to
give us a call if you have any questions or if we can be of assistance in any way.
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