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Entering Invoices

Open the AP Invoice Entry/Proof program.
Financials > Accounts Payable > Invoice Processing Menu > Invoice Entry

Tyler Menu

Q

~  Munis
v Financials
> General Ledger Menu
> Budget Processing
> Purchasing
v Accounts Payable
> Setup
“~ |nvoice Processing
Request for Check
Invoice Entry
Invoice Approvals
Modify Invoices
Recurring Invoices
Invoice Import

Tis

Add Batch
1. Onthe MUNIS Ribbon, click

2. Enter information into the highlighted cells below complete the batch header.

€ v @

Back Accept  Cancel

Batch Information

Batch * 336
Effective date * 06/25/2021 iz}

Year/Period * 2021 2

Fund * 000

Cash account * 000 100000
CHECK RUN

Due date 06/25/2021 e}

Invoice count 0

Amount total .00
Vendor hash 0

Released? None Released =

Effective Date is the date of the check run.
CHECK RUN is the name of the check run. Example: 081517 or HTH0815



Accept

3. Tabto go to the next screen or click on

The invoice entry screen is divided into two parts, the header and detail screen. This is the invoice header. The header
contains information pertaining to the entire invoice while the detail screen contains information regarding the GL
account number and amounts.

v
Accept

4. Complete the highlighted cells. Tab through all fields, or select

Invoice Entry ["NON-PRODUCTION* v2019.1 Union County, O]

€ v @ (V] o Q (] (]
Back Accept  Cancel View Address  Journal Info  Previous PO Credit PO Credit
Contract
R Invoice
~ Year 2021
PO . 0 Receiving DBA
Contract
Vendor * 0
Address
Terms
Document * [
Invoice * n Description
Gross * 0 Status On Hold - Department 404 Separate check
Voucher Work order Include documentation
Discount date =] Disc basis .00 CHECKRUN test Work order task 0 - PA applied
Discount % 000]  Discamt 00 Allocation 0l =I Released
Net amount Invoice date * [:] Requisition RFC (0)
Payment method Normal - Received date * 06/25/2021 [:] Lig method Account - O comments
Check/Wire - ] Due date * 06/25/2021 =) Withholding (.00)

ACCOUNTS  LINEITEMS

’ In the description field — add dates of service if payment is for a utility or renewal of a service contract or
membership.

’ In the comments box please indicate account number or customer number.

Lig Method is Account by default. If liquidating by line, update this to Line.

Lig method | Account v

Account

Line

5. Liquidate the PO by selecting Full Liquidate or Modify from the menu.



INVOICE ENTNY - MUNIS [TINUN-FRUDUC TTUNT VL UNIoN COUNTY, UN] > INVOICE LNTrY - MUNIS [*IN

Motes Audit Full Liquidate PO Inquiry o
Motify Maplin Modify PO Status

ce Return
Preview Schedule Alerts Continue E More... =
Confirm Search Output Office Tools Menu
Invoice Information

Vendor 1127 QUILL CORPORATION ¥ Close PO when fully liquidating

Document 65936 Net invoice amount 50.00

Invoice 65936

Purchase order accounts

P0| Vsal" org | Object | Proj | Open Amounq Lig Amnunq Inv Amountl

20172908 2017 04040700 520100 120.56 0.00 0.00

Total Lig Amt 0.00 Total Inv Amt 0.00

Invoice Lines =
Line| Org [Object | proj PO [ Amount

Select Full Liquidate 14 fyly liqudate and close the PO.

Close PO

Q Fully liquidate and close PO. Are you sure?

Yes No

Once you select yes, the system will automatically complete the invoice amount take you back to the invoice entry screen.

m’ Line Items

Ling Org | Object Proj PO Inv amount 1099 [a | Bud Work order WO tas|
1 04040700 520100 20172908 50.00 M ow 1

(=]

Click E&=Z3 to save the invoice entry.

Select Modify to partially liquidate if the invoice being paid is only a partial payment for the entire Purchase Order. This

includes Blanket POs as well as POs with less than 100% deliveries (back-orders, etc.) Enter the invoice amount in the lig
amount and inv amount cells.



Invoice Information

Vendor 1127 QUILL CORPORATION 4 Close PO when fully liquidating
Document 65939 Net invoice amount 50.00
Invoice 65939
PO| Year| Org | Object | Proj | Open Amount Lig Amount Inv Amount
20172908 2017 04040700 520100 120.56 50.00 50.00x

If there are multiple quantities to the PO, select PC Line Qty 1o Jiquidate by quantity. Click on Modify o update the quantity.

Purchase Order
Year 2017 PO 20172908

Total iguidated 50.00
Total Invoiced 50.00
Line| Open Qly‘i Recv Qtﬂ Open AITIDIII'II1 Lig Amou nl1 Inv Amounq
1 1.00 000k 120.56 50.00 50.00

Click Accept and Return to go back to the liquidation screen.

After all appropriate data is entered select A<=t , then select “®MINUE to return to the invoice entry screen, account fields.

6. Select A<=t to save the invoice entry record.
U

7. To add the supporting documentation image click on the Attach ) itton in the ribbon.

()
Attachment Type Document Type Read Only Count Required
Generic Attachment Attachment (no searchable metadata}) o
AP Invoice AP Invoice ]
Document Title ‘ TCM Document Type ‘ Read Only | Count |
AP Check AP Check 0
AP Invoice Affidavit AP Invoice Affidavit 0
AP Invoice Attachment AP Invoice Attachment 0
AP Invoice Attachment by Invoice Number AP Invoice Attachment 0
AP Warrant Attach AP Invoice N/A
Contract Progress Payment Contract Progress Payment v 0
Purchase Card Transaction Purchase Card Transaction v 0
Purchase Order Purchase Order 4
Request For Check Request For Check Vv 0 @

8 TCM Version: 2017.2.3.1 | Show Counts




| (= View Documents |

AP Invoice AP Invoice

9. Select and then or double click on

2o, BO=Ma i e[ o
Date Keyl Key2 DocType
A
Related Documents v oA

Filter Related Documents

Date Keyl Key2 DocType

J < >
10. Select B
11. Select
( Import Document X |

or

Drop files here...

Selecting and importing multiple files is only compatible
with images (TIFF, PNG & JPG). All other files, such as
PDF, must be selected individually.

12. Add the file. b |

Import

13. Select [

14. Select

15. Select

0)
16. Users can confirm the support was successfully attached via the attach option Attach

-

You can continue to add invoices in invoice entry to this same batch by clicking Ad2 and repeating the steps above.



17. After all invoices have been entered select Retum |
This will take you out of the invoice entry and to the batch totals.

18. Click K&lease  in the Menu to release the batch.

19. Click on APProvals tq initiate approvals on invoices batches.



