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Using Wildcard Characters in Data Searches

Ranges and/or logical search characters can be used when you are searching for records. The
following is a list of wildcard characters and examples of their use. Not all these characters can
be used in all fields. For example, you cannot use the wildcard character (*) in a date field Note:
Munis is case-sensitive, so a name entered as John Doe in Munis would not be found if you
enter JOHN DOE in the name field when doing a search.

Symbol | Description Example of Use
* Wildcard. Use this with Office* returns any names that begin with Office
any combination of (Office Max, Office Depot).
letters or numbers before | *Office* returns any names that contain the word
or after the symbol. Office (Staples Office Supply, ION Office
Equipment, Office Max).
> Greater Than >1/16/07 returns all dates greater than the specified
date.
>= Greater Than or Equal >=1/16/07 returns the specified date and all dates
To greater than the date specified.
< Less Than <$10,000.00 returns all amounts less than the
amount specified.
<= Less Than or Equal To <=1/16/07 returns the specified date and all dates
less than or equal to the date specified.
<>or!= | Not Equal To <>135 or =135 used in Dept/Loc returns all
departments except 135.
Jor.. Range 500:599 returns all amounts including the beginning
and ending amounts.
| Pipe symbol, used as Finds the named data items, regardless of the
“and”. range. For example 1/1/06|1/10/06|1/31/06 returns
(Located above the only the three dates.
backslash)
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Vendors

Vendors allows you to quickly see all purchase orders, invoices, checks, contracts, history and
commodities awarded with a given vendor.

To open the Vendors program for Inquiry go to:
Financials > Accounts Payable > Vendor Processing > Vendors

Search

L Munis
v Financials

> General Ledger Menu

> Budget Processing

> Purchasing

v Accounts Payable
> Setup
» Invoice Processing
> Cash Disbursements

v Vendor Proc Issing

Vendors

Endor Central
Vendor Audit List
Vendor Inquiry
Vendor Insurance Certificates
Vendor Insurance Certificate Expiration
Vendor Merge

Duraa Arnniinte Baushla \andare
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To see a list of all vendors:

Q

o Select Search

-

e Select Accept
o Select = Browse

"'E:E!. Vendors [*NON-PRODUCTION* v2018.1 MID-DEL SCHOOLS]

= Q B + B X G & @& DO = B B =3 B & (]

Back Search Browse Add Update Delete Output Print Display PDF Save Excel Word Email Schedule Attach Sort
General Vendor Information Audits
Vendor * + Entity * Entered
Alpha * Type - Modified
Status * ot Reason x By
Change Set . =

MAIN GENERAL  MISCELLANEOUS CONTACTS  USER DEFINED  CERTIFICATIONS INSURANCES  WITHHOLDING

Contact Information

Company Name * Addresses (0] Comments (0]

DeA
Address

Zip code
City
State

The Browse window will appear.
Double click (or select and Accept) on the vendor record you wish to review.
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= Q H +

Back Search Browse Add

General Vendor Information

Vendor *| 41 +

Alpha * | Office Depot

Status = | ACTIVE =
MAIN GENERAL MISCELLANEOUS

Contact Information

Company Name * | Office Depot

DBA

Address 7071 SE 29th St

Zip code 73110

i O

Update

Addresses (1)

G2 x = & @ O 2] B & = ® °%
Delete Output  Print  Display PDF Save Excel Word Email  Schedule Attach
Audits
Entity * |1 Entered
Type SUOF - Supplies/Equip/Fumn-Office b Modified 03/24/2014
Reason | WSCO - W-9 Recd-Corporation x By jroy
Change Set | Current -
CONTACTS USER DEFINED CERTIFICATIONS INSURANCES WITHHOLDING

& Comments n

Once the vendor record appears, you may review the following by selecting them in the menu

ribbon i‘ou ma‘ have to select B More..~

i = B

Word Email Schedule
Audits
Entered
Modified 03/24/200
By iroy

Change Set | Current

THHOLDING

(0) &

Attach

00 Q =

Sort Menu

@ REQ vendors
@ 10909 Data

@ RS TIN Match

Invoice Inguiry

@ check Inquiry

9 PO Inguiry

Recurring Invoices

@ GL Summary

Project Summary
History

Awarded Commodities
Schedule Export

Mass Inactivate
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PO
e Purchase Orders - 20 |
e Invoices | Inveweinaury |
e Checks | Sheskinqury |

History, Contracts and other information involving this vendor as shown on the sidebar
buttons above.
¢ You are not able to make changes to Vendors. If you notice something wrong with this

Vendor please notify Christel Collins at ext. 1248 as soon as possible.

Purchase Order Inquiry

|
€« v @
Back Accept Cancel

Purchase Order Criteria

Year/period 5
Status -
PO number

Select PO Inquiry and the popup window above will appear.

To see all purchase orders with the selected vendor, leave the year/period, status and PO
number fields blank and press Accept.

a Year and/or period

**You are also able to limit your search by entering

Purchase Order Browse

€ v © Q & @& B (=] @& G

Back Accept Cancel Search Qutput Print Dizplay PDF Save Excel Ward
Buy Id Year Per PO PO Date S Dept. Crder Amount Open Amount
kmross 2020 5 20004857 11/15/2019 8 T13A 100.00 100.00
aclark 2020 5 20004765 111372019 8 9007 100.00 100.00
cltaylar 2020 5 20004663 110772019 8 170 350,00 350.00
kessary 2020 5 20004662 11/07/2019 8 TOSA 121,14 121.14
kessary 2020 5 20004636 11/07/2018 8 TOSA 14345 14345
dthompson 2020 5 20004620 11/06/2013 5 315 200.00 200.00
brmeadars 2020 5 20004591 11/06/2019 & 520 300,00 300.00
Irwilsan 2020 5 20004581 11/05/2019 & 715 300,00 300.00
lewajcak 2020 5 20004533 11/05/2019 5 305 300,00 300.00
kwajcak 2020 5 20004451 11/01/2019 8 305 150,00 150.00
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Browse
The Purchase Order Browse Window automatically comes up to displays all of the records in
the active set in a list format.

Sort any of the columns by clicking on the column heading; select a record by double-clicking
the record line.

To add or remove columns from the display screen, right-click in any of the column headings.
Select the columns you wish to view, or clear those you wish to hide by clicking on the column
title. The display is reformatted according to your selections. When you create an output file or
report from a browse screen, the output does not include columns that you have hidden on the
screen display.

Export to Excel
The Export to Excel option is available from a browse screen. You can manipulate the data
within Excel as you would with any other spreadsheet.

From a Browse screen:

Click ex=l on the menu ribbon to create a Microsoft Excel spreadsheet of the active set of data.
The program creates a spreadsheet according to the field selected on the browse screen.

s munistemp2002191441045982

Insert Page Layout Formulas Data Review View Help Acrobat Q Tell me

‘D 3 Cut Calibri M A A E=E= & B WapTet General
ERCopy ~ — | =
Paste ¢ rormatPainter (B I U~ - D A- === E3E EMegeliCenter - $ - %
Clipboard ra Fant ra Alignment ra Mumber
Al - § i Buy Id
A B C D E F G H I
L |BuyId lyear Per PO PO Date 5 Dept. Order Amount Open Amount
) [kmross 2020 3 Do004857  11/15/2019'8 715A 100.00 100.00
3 |aclark 2020 5 hoooazes | 11/13/20198 007 100.00 100.00
t|cltaylor 2020 5 hoooasss | 11/07/20198 170 350.00 350.00
5 |kessary 2020 5 hoooassz | 11/07/20198 705A 121.14 121.14
5 |kessary 2020 5 h0004636  11/07/20198 705A 143.45 143.45
7 |dthompson 2020 5 hooo4620  11/06/2019”5 515 200.00 200.00
3 bmeadors 2020 5 D0004591  11/06/2019'8 520 300.00 300.00
) irwilson 2020 5 D0004581  11/05/2019'8 715 300.00 300.00
0|kwojeak 2020 5 Hoo0as33 | 11/05/20195 o5 300.00 300.00
1|kwojeak 2020 5 ho00aa51 | 11/01/20198 505 150.00 150.00
2
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Preview

[&

1. Click " to view a report of the records on the screen.

Mj apvdrnnt0006 - Notepad
File Edit Format View Help

B2/19/2828 14:42 | *NON-PRODUCTION* v2@818.1 MID-DEL SCHOOLS
kduckworth | PURCHASE ORDER BROWSE
Buy Id Year Per PO PO Date 5 D
kmross 2828 5 2884857 11/15/2819 8 7
aclark 2020 5 20804765 11/13/2819 8 9
cltaylor 2828 5 2eeedoos 11/87/2819 8 1
kessary 2828 5 2egedee2 11/87/2819 8 7
kessary 2828 5 2eegede36 11/87/2819 8 7
dthompson 2020 5 20804620 11/06/20819 5 5
bmeadors 2828 5 28884591 11/86/2819 8 5
lrwilson 2828 5 2eeeds5sl1 11/85/2819 8 7
kwojcak 2828 5 28884533 11/85/2819 5 5
kwojcak 2020 5 20804451 11/01/2819 8 5
41 Office Depot has 1@ PO(s) for: 2,864.59 2,864.59
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Save
H

Click **'= to save a report to the Munis Spool directory. These files can be viewed, printed, or
deleted at any time and are accessible through the My Saved Reports program, which you can
access from the Departmental Functions menu or by clicking My Reports on the My menu in a
program

Q Save Complete

The file ‘apvdrmnt0006.tct" has been saved to the Munis spool directory -- 1 page(s).

Your report is saved as an electronic file; the program displays the report name in the program
status bar.
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Print

The Print option provides you with several options to output a report. These are the same
options as provided by using the output toolbar buttons, but the File Output option allows you to
select a printer, print to a local printer, print more than one copy, or to rename your saved
reports.

1. Click frint on the menu ribbon.

The program displays the Output dialog box.

Printer name: LOCAL ...|| Properties
) Status: Available
~ FOF ID: lo
\_J Display

Type: Command/script

Comment: Outputs to a printer available ta the Munis server. You may

accept the default or select a different printer from the list.

Report fitle

PURCHASE CRDER BROWSE
Quiput style Output options

O Presentation Landscape Copies = 1 &|¥

(®) Standard Enable hyperlinks if present

OK Cancel
2. Select the appropriate output type:

e Munis Printer — Allows you to select any networked printer in Munis by completing the
Printer Name box. You can also select the number of copies to print.

e Local Printer — Opens the print dialog box for your PC, which allows you to choose a
printer available, as well as the number of copies printed.

e Save — Creates a Munis electronic file. This file can be viewed, printed or deleted at any
time through the Saved Reports program. The filename will automatically default but it
can be changed.

e PDF — Provides a nice PDF view of the output.
o Display — Provides a display-only text view of the output using the Munis pager.

Update the report title, if necessary.

Select the number of copies to print. This option is not available for the Local Printer, Save,
PDF, or Display options.

5. Click OK.
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Purchase Order Detail

From the Purchase Order Browse Window you are able to double click on any PO and view
more detailed information. Please see the Purchase Order Inquiry tab in your notebook for
more navigation tips.

Purchase Order Inquiry ["NON-PRODUCTION* v2018.1 MID-DEL SCHOOLS]

€ v Q @O z e @ O = & @ = B O & Q

Back Accept Search Browse QOutput Print Display FDF Save Excel Word Email Schedule Attach GL Find Project
Account Find

MAIN  TERMS/MISCELLANEOUS

Jurchase Order Details

Jept/Loc 7154 Midwest City High School

5L effective date 11/15/2013 Buyer Kelly M. Ross

siscal year 2020 Period 05

20 number 20004857 Project accounts applied

seneral commeodity Receive By ® Quantity ’

seneral description MCHS Supplies Approved ¥ Approved
& Motes = Receiving & Invoices

vendor Details Shipping Details

Jendor 41 Committed Ship to 715

Name Office Depot Midwest City High School

20 mailing 0 213 Elm Drive

TNT1 CF 20+h T
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Invoice Inquiry

Invoice Selection

€ v o

Back: Accept Cancel

Invoice Criteria

Year/period 2020 0
Status A - Active -
Invoice

Select Invoice Inquiry the popup window above will appear.

To see all Invoices with the selected vendor, leave the year/period, status and Invoice fields

blank and press Accept. g

**You are also able to limit your search by entering a Year and/or period as well as entering an
Invoice number.

**If you search by Invoice number it would be best to search with astricks (*) before and after
the invoice number that you have. For example if you have an invoice number 2828, in the
Invoice field enter “ *2828* ”.

' .
*.s% Invoice Browse

& v @ Q [EX - & B} =] [

Back Accept  Cancel Search Ouput  Primt  Display  PDF Save Excel Word
Clerk Invoice Inv Date PO Warrant 5 Check # Amount Use Tax
mabrown 399245412001 11/06/2019 20001708 200 e 200001550 23670 0.00
aclark 397634397001 11/02/2019 20001536 701 e 642001325 3137 0.00
aclark 397168290001 11/01/2019 20004434 701 P §42001325 17499 0.00
Kbourisaw 2334793506 10/31/2019 20000314 100 P 200001696 43.99 0.00
aclark 2354570516 10/30/2019 20001564 o P 642001325 63.98 0.00
edjohnson 2354240707 10/29/2019 20000425 400 e 200001729 40.60 0.00
mabrown 2352983786 10/24/2019 20000439 200 P 200001550 117.05 0.00
sroy 2352383455 10/22/2019 20003600 802 e 642001254 13867 0.00
sroy 2352383448 10/22/2019 20003845 802 P 642001294 38.55 0.00
aclark 2350822304 10/16/2019 20003836 703 P 652000123 2062 0.00
edjohnson 2350622302 10/16/2019 20000424 400 P 200001729 37785 0.00
edjohnson 2350822301 10/16/2019 20000425 400 e 200001729 1.6 0.00
sroy 2350516429 10/15/2019 20003785 805 P 642001174 39.01 0.00
mabrown 2349239932 10/10/2019 20003674 200 P 200001550 72.11 0.00
mahrnn 2346730091 nsnmta 2nnnnant 2nn o 200001400 2873 non

Browse

The Invoice Browse Window automatically comes up to displays all of the records in the active
set in a list format.

Sort any of the columns by clicking on the column heading; select a record by double-clicking
the record line.

To add or remove columns from the display screen, right-click in any of the column headings.
Select the columns you wish to view, or clear those you wish to hide by clicking on the column
title. The display is reformatted according to your selections. When you create an output file or
report from a browse screen, the output does not include columns that you have hidden on the
screen display.
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Export
You are able to export the Invoice Browse information the same way you are able to export the
Purchase Order Browse information as explained previously.

You are able to export via:
Excel

Preview

Print

Save

Invoice Data Detail
From the Invoice Browse Window you are able to double-click on any invoice to view more
detail about that invoice and weather it is paid and with which check number and check date.

Invoice Data [*NON-PRODUCTION* v2018.1 MID-DEL SCHOOLS]

€ = ] “ % c 0 o L] 0
Back Email Schedule Attach Comments Detail Inugice Additional notes
Audits Info
Invoice
Invoice 399245412001 Vendor 41 Remit
Year/per 2020 5 Name Office Depot
Type 1 nvoice Terms
Address
Cash Account 99.000.00000.1011.000.0000.000.000 FMNB481012
PO 20001708
Contrac
Gross amt 236.70 Desc Toner
Disc date Status P Paid
Disc basis 00 Warrant 200
Disc percent 000 Inv date 11/06/2019
MNet amount 236.70 Due date 11/06/2019
Retainage 00 & Details ‘Waork Order/Task

Dept/Loc 705
Payment meth N Norma
Check no 200001550

Separate check

Check date 11/15/2019 Include documentation
PA applied

Payment Amount 236.70

**You are able to use this Check number to research if the check has cleared in Check Inquiry,
which is explained next! Remember to jot it down! ©

Select Return to return to the Vendors screen.
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Check Inquiry

'-E::-_. Checks Selection

€ v @ ol

Back Accept Cancel Query

Check Criteria

Cash Account [EQ.DDD.UUDDG.IDH.DGU.DDUG.DDD.GUU *x ...
Check number

Check date o7/ons201e B to ]

Cleared -

Select Check Inquiry the pop up window above will appear.
**To see all Checks paid with the selected vendor, leave the Cash account and Check number
fields blank, Make sure that the Check date is within the correct Date Range and select Accernt

**You are also able to limit your search by entering a Cash Account, Check number, and/or
Check Date.
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Checks Browse

€ v © Q & @& B = & G

Back Accept Cancel Search Qutput Print Display PDF Save Excel ‘Word
Cash Account Check # Check Date Warrant Clr | Cleared Date Amount | Void Comm
99.000.00000.1011.000.0000.000.000 200001729 11/15/2019 400 N 514.58
99.000,00000.1011.000.0000.000.000 200001636 11/15/2019 100 N 43.99
59,000.00000.1011.000.0000.000.000 200001550 11/15/2019 200 Wl 425.86
99.000.00000.1011.000.0000.000.000 200001400 10/30/2019 200 ¥ 11/07/2019 2973
99.000,00000.1011.000.0000.000.000 200001271 10/17/2019 350 ¥ 10/30/2019 353.87
59,000.00000.1011.000.0000.000.000 200001206 10/17/2019 200 Y 10/30/2019 97.19
99.000.00000.1011.000.0000.000.000 200001137 10/17/2019 100 ¥ 10/30/2019 23917
99.000.00000.1011.000.0000.000.000 200001085 10/17/2019 400 ¥ 10/30/2019 496,96
59,000.00000.1011.000.0000.000.000 200001060 09/27/2019 100 Y 10/07/2019 48,93
99.000.00000.1011.000.0000.000.000 200001043 09/27/2019 350 ¥ 10/07/2019 3299
99.000,00000.1011.000.0000.000.000 200001009 09/27/2019 500 ¥ 10/07/2019 139.13
59,000.00000.1011.000.0000.000.000 200000982 09/27/2019 200 Y 10/07/2019 1,027.31
GO AN ANANND 1M1 1 0NN ANRNND ANN AN FANANNERLC naMAamaMa Ann W narmasmania 77 AA
Browse

The Checks Browse Window automatically comes up to displays all of the records in the active
set in a list format.

Sort any of the columns by clicking on the column heading; select a record by double-clicking
the record line.

To add or remove columns from the display screen, right-click in any of the column headings.
Select the columns you wish to view, or clear those you wish to hide by clicking on the column
title. The display is reformatted according to your selections. When you create an output file or
report from a browse screen, the output does not include columns that you have hidden on the
screen display.
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Export
You are able to export the Checks Browse information the same way you are able to export the
Purchase Order and Invoice Browse information as explained previously.

You are able to export via:
Excel

Preview

Print

Save

Check Data Detail
From the Checks Browse Window you are able to double-click on any check to view more detail
about that check and weather it cleared the bank and when or if it has been voided.

Checks Detail

€ v © Q & G ®

Back Accept Cancel Search Attach GL Summary  Check Audit

Check Header

Vendor 41 Remit 1 Office Depot

Cash Account 99,000.00000.1011,000,0000.000.000 Cash-FNB 0

Check number 200001400 MNormal

Check date 10/30/2019 Amount 29.73

Status: Cleared 11/07/2019

Warrant 200

Check Detail

Invoice Inv Date PO Contract Amount Retainage
23492395923 1041042019 20000483 29.73 Lii]
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Has this Check cleared the bank?

o Checks Detail

€ v © Q & G ®

Back Accept Cancel Search Attach GL Summary  Check Audit

Check Header

Vendor 41 Remit 1 Office Depot

Cash Account 99.000.00000.1011,000.0000.000.000 Cash-FNB 0

Check number 200001400 Norma

Check date 10/30/2019 Amount 29.73

Status: Cleared 11/07/2019

Warran / 200

Check Detall

Invoice Inv Date PO Contract Amount Retainage
2349235923 10/10/2019 20000483 29.73 00

In the Checks Detail screen above, for example, you are able to tell that this check has cleared
the bank on 11/07/19.

'-:'E-. Checks Detail

= v @ Q & 6 e

Back Accept  Cancel Search Attach GLSummary  Check Audit

Check Header

Vendor 41 Remit 1 Office Depat

Cash Account 99.000.00000.1011,000,0000,000,000 Cash-FNB 0
Check number 200001729 Normal

Check date 11/15/2019 Amount 514.58

s: Printed

400

Check Detail

Invoice Inv Date PO Contract Amount Retainage
2350822302 10/16/2019 20000424 377.85 00
2343036717 09/25/2019 20000425 34.27 00
2330822301 10/16/2019 20000423 1.86 S0
2354240707 10/29/2019 20000423 40,60 S0

In this example above the check has been printed by has not cleared the bank in the Munis
system.

**This doesn’t necessarily mean that it hasn’t cleared. In order to verify if this is correct please
email Kellie Duckworth (kduckworth@mid-del.net) with the Vendor Number, Check Number,
and Check Date and she will be able to look it up on the Banks Website. There are times that
the Finance Department has to wait to clear checks in the Munis system.
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