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LOGGING ON TO MUNIS

1. Double-click on the MUNIS icon located on your computer
desktop. The MUNIS system is case-sensitive. Usernames and
passwords must be typed in lowercase.

Genero Desktop Client - Connect to 10.2...
L User name: |

g

| Password:

." \.
OK | %) Cancel
b >

2. Your name should appear in the User name field. Your MUNIS user
name will be the same as your network user name. If the field is blank
or has the wrong user name, type your user name in the field. Press Tab.

3. The cursor should be blinking in the password field. Your password
will be the same as your network password. Type your password.
Click OK. After logging on, press the Caps Lock key to type in
uppercase, since all text within MUNIS must be typed in uppercase.

4. If this is the first time that you have logged on to MUNIS, the following
message may appear. Click yes.

| FUFFf daeurity Alari ]

have no guarantee that the server is the computer vou
think it is,

The server's rsa key Fingerprint is:

1024 c0:0c:03:85:F9: 7ri29:14:12:42:68:ehiemi63:46:21
IF wou trust this host, hit Yes ko add the key ta

PuTTY¥'s cache and carry on connecting.

I wou want ko carry on connecting just once, without
adding the key to the cache, hit Mo,

If wou do not trusk this host, hit Cancel ko abandon the
cannection,

'j The server's host key is not cached in the registry. You

Yes ][ Mo ]| Cancel |

Note: If you cannot log on, contact MIS at 485-3552.



From Quick Links select Next Year Budget Entry.

Favaorites ~ Quick Links
Departmental Functions  »
Mext Year Budget Entry

'E:. mUHIS

p——

The Next Year Budget Entry system automatically opens in the Account
Find mode. If the Account Find mode does not appear, click the green

check mark.

—

ru.:- Account Find E]@

My File Edit Tools Help

vX sBR Y AE BUX R E HE -

Sort By Segment Type Account E] E] E]
Segment Find

Enter the account type. VR

Enter your Unit number followed by an asterisk (e.g. 986%*) in the Account
field. Tab to the third field and enter 900XF if you are a school or 900XS if
you are a special school or central office. Click the Green Check to accept

or press the Enter key.



When your accounts are displayed, click the Proj Detail button to

view/maintain detail records for the found set.

Next Year Budget Entry - Munis [JCPS TRAIN TRAIN TRAIN TRAIN TRAIN]

M File Edit Tools Help

=3

WX FtBRER O MHE BV ROl MBI Ca 0

Change Projection Projection number 12101 -FUND 12012
Budget level 1 Calculation method 1 - Curr Bud
UMALLOCATED ACCOUNT
Detail Entry Available Amount 70,660.00
Mave Detail
Account
Account Info Text | Org Object | Proj Description 2012 SITE BASED Amount
Detall Info M 1231012 013135  900XF OTHER CLASSIFIED-EXT TIME 0o
N 1281012 0140 900XF  CLASSIFIED OWERTIME SALARY .00
6L Account Inquiry N 1281012 0221 900¥F  EMPLOYER FICA CONTRIBUTION .00
N 1281012 0222 900¥F EMPLOYER MEDICARE CONTRIBUTION .00
Seq Find M 1251012 0232 900¥F  CERS EMPLOYER CONTRIBUTION .o
o N 1281012 02580 900¥F WORKERS COMPEMSATION .00
Detail Find
M 1251012 0510 900%F  GEMERAL SUPPLIES .o
Lead Acct Find N 1281012 0897 900%F  OTHER SUPPLIES & MATERIALS .00
M 1251013 0550 900¥F  SUPPLIES-TECHMOLOGY RELATED 0o
Percent Update < |
Mass Delete Level Totals
SITE BASED Total DRAFT Total TENTATIVE Total WORKING Total FIMAL Total
Dept Motify
.00 .00 .00 0o
Certification
Account Detail for
Account| 1281012 ||013195 | |900XF | OTHER CLASSIFIED-EXT TIME
| Proj Detail | !
Ln Seq |Year |Tp |ProjQty SITE BASED Qt| DRAFT Qty | TENTATIVE Qty| WORKING Qty | FINAL G
Update Projected

Click the Operational button. Operational accounts are the only accounts in
which you will be distributing funds.

Detail Types

-,

!/J View Amount detail records or Position Value detail records?

| Operational | [ Personnel ] [

Cancel




Verify that the column headings are the same as those shown below (Org,
Object, Proj, Description, and 2012 SITE BASED Amount).

Next Year Budget Entry - Munis [JCPS TRAIN TRAIN TRAIN TRAIN TRAIN]
My File Edit Tools Help
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Use Calculator Projection number 12101 - FUND 1 2012

Budget level 1 Calculation method 1 - Curr Bud
UMALLOCATED ACCOUNT

Available Amount 70,660.00

Account
Crg Object Proj Description 2012 SITE BASED Amount
12581012 013195 |900XF |OTHER CLASSIFIED-EXT TIME .00
1281012 0140 S00XF | CLASSIFIED OVERTIME SALARY .00
12581012 0221 S00XF | EMPLOYER. FICA CONTRIBUTION .00
1281012 0222 S00XF  EMPLOYER. MEDICARE CONTRIBUTION .00
12581012 0232 S00XF | CERS EMPLOYER. CONTRIBUTIOM lUD
1281012 0260 900XF | WORKERS COMPENSATION .00
12581012 0510 S00XF | GEMERAL SUPPLIES .00
1281012 0697 900XF | OTHER SUPPLIES & MATERIALS .00
1251013 0650 S00XF | SUPPLIES-TECHNOLOGY RELATED .00

Level Totals

SITE BASED Total DRAFT Total TEMTATIVE Total WORKING Total FIMAL Total

.00 .00 .00 .00

Account Detail for
Account | 1281012 0232 900XF | OTHER CLASSIFIED-EXT TIME

In |seq |Year |Tp |ProjQty SITE BASED Qt| DRAFT Qty | TENTATIVE Qty| WORKING Qty | FINAL

Next Year Budget Entry - Munis [JCPS TRAIN TRAIN TRAIN TRAIN TRAIN]
File Edit Tools Help
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Projection number 12101 -FUND 1 2012 .
Budget level 1 Calculation method 1 - Curr Bud Head 1 ngs Can be ChanQEd by
UNALLOCATED ACCOUNT right-clicking on a heading and
Available Amount 70,660.00 - -
o zeleé:.tmg prd(jeselzcélnghthe
Crg Object Proj Description v ea I ngs I n ICate y t e
1281012 013195 900XF OTHER CLASSIFIED-EXTTIME | ., ChECk marks_
1281012 0140 S00XF  CLASSIFIED OVERTIME SALARY |, o
1281012 0221 900X  EMPLOYER FICA CONTRIBUTIC , oyt
- 1281012 0222 S00XF  EMPLOYER MEDICARE CONTRI |, . - Drag and drop COIUmn headlngS
1281012 0232  S00XF  CERSEMPLOYER CONTRIBUTI( 3 o
1281012 0260 900XF  WORKERS COMPENSATION c to p | ace Into pOS 1tion.
1281012 0610 900XF  GENERAL SUPPLIES Ful Actount
1281012 0637  S0OXF  OTHER SUPPLIES &MATERIALS , p_ e
1281013 0650 900XF  SUPPLIESTECHNOLOGY RELAT] .
v 2012 SITE BASED Amount -
1281013 0734 900XF TECHNOLOGY-RELATEDHARDV  5iopoact,o o Note: To d rag the co I umn head I ng )
e azwemmeaant  POINt tO the heading, press and
SITE BASED Total DRAFT Total TENTATIVE Total | 2012 WORKING Amount
e — o D12 FINAL Amount hold the left mouse button and
ertification X )
Certfy : 211 Actal drag to the new location; then
Account Detail for 2011Revised
Approve sccount| 1781017 013185 |lenoxe |[omHeR o assiFEnexT 2011 Original rEIease the mouse bUttOI’l .



Next year funds will tentatively be available on April 25th, for purchasing
supplies for the next year. When purchasing for next year, change the Fiscal
Year to 2012. Be sure to allocate funds to codes you will need for
purchasing as NO budget transfers will be possible until July 25, 2011!!

Click the Update button or press Ctrl-U to begin fund distribution.
Remember, allocate funds to codes you will need for purchasing, as NO
budget transfers will be possible until July 25, 2011!!

Enter the dollar amount in the Amount field; then press Tab. Continue in
this manner until all OPERATIONAL funds have been distributed. Do not
allocate funds to object 0010. Press the green check or enter key when you
have finished.

Projection number 12101 -FUND 1 2012
Budget level 1 Calculation method 1 - Curr Bud
UMALLOCATED ACCOUNT

Available Amount 50, 160,00

Account
Org Object Proj Description 2012 SITE BASED Amount
1231012 0140 900XF | CLASSIFIED OVERTIME SALARY .00
1281012 0221 900%F |EMPLOYER FICA CONTRIBUTION .00
1231012 0222 900%XF | EMPLOYER MEDICARE COMTRIBUTION .00
1281012 0232 900XF | CERS EMPLOYER. CONTRIBUTION .00
1231012 0260 900XF | WORKERS COMPEMSATION .00
1281012 0510 900XF | GEMERAL SUPPLIES 10,000.00
1231012 0697 900XF | OTHER SUPPLIES & MATERIALS 5,000.00
1231013 0650 900%F | SUPPLIES-TECHMOLOGY RELATED 5,000.00
1281013 0734 900XF | TECHMOLOGY-RELATED HARDWARE .00
1231013 0735 900XF | TECHMOLOGY SOFTWARE .00

Level Totals

SITE BASED Total DRAFT Total TEMTATIVE Total WORKING Total FIMAL Total

20,500.00 .00 .00 .00

Account Detail for
Account | 12831013 0734 QO0XF OTHER CLASSIFIED-EXT TIME



Your Available Amount will be .00 when you have allocated all funds.

Use Calculator Projection number 12101 - FUND 12012

Budget level 1 Calculafion method 1 - Curr Bud
UMALLOCATED ACCOUI

Available Amount .00

Account
Org Object Proj Description 2012 SITE BASED Amount
1281059 0738 Q00xXF | INSTRUCTIOMNAL EQUIPMENT .00
1281077 011013 |900XF | ADMIN/PT-CERTIFIED SALARY .00
1281077 011033 |S00XF | CERTIFIED SALARYTEACHERPT .00
1281077 011327  900xF | OTHER CERTIFIED WORKSHORS 10,000.00
1281077 011392  900xF | OTHER CERTIFIED-EXT TIME .00
1281077 012036  900xF  CERTIFIED SUB TEACHER OTHR LVE .00
1281077 013015 |900XF | CLREKfSEC PT CLASSIFIED SALARY .00
1281077 013183 |S00%F | CLS SAL-WRSHPfCURR STIP/CLASS 1,360.00
1281077 013195  900xF | OTHER CLASSIFIED-EXT TIME .00
1281077 0140 900xXF | CLASSIFIED OVERTIME SALARY .00

Level Totals

SITE BASED Total DRAFT Total TEMNTATIVE Total WORKING Total FINAL Total

70,660.00 .00 .00 .00 .00

Account Detail for
Account | 1251077 013195 S00XF || OTHER CLASSIFIED-EXT TIME

Scroll through the list to verify that the amount for each account is correct. If
you find a mistake, click Update to make the correction; click the Green
Check (OK) or press Enter to save. After verifying that all funds have been
allocated and saved, close the window to return to the previous screen.

Note: If you have distributed all funds, but the Available Amount does not show zero, it
may be necessary to refresh the screen. You can refresh the screen by clicking the Detail
button. When the Detail screen opens, close by choosing Exit from the File menu. When
you return to this screen, the correct amount should be displayed.



PRINTING

To print the results, choose Output from the File menu.

W Next Year Budget Entry - Munis [JCPS TRAIN TRAIN TRAIN T

Do not include detail or employee names in your report.

—

... Report Options E]@“

My File Edit Help

WX SEBRR Y ME

Tools

O]

Incude employee names [

Indude detail

L .
Indude detail in the repart? OVR

Note: Central offices must print their budget and give a copy to their Department Head
(Cabinet Member). The Department Heads do not have access to view other units in

Next Year Budget Entry.

My ' File Edit Tools Help
WAt rewn ghE B X REOEE
X cancel Esc |
@ L Output  Ctl4P  ttion number 12101 - FUND 1 2012
[: [& Display et level 1 Caloulation
—1 UMALLOCATED ACCOUNT
E Print ble Amount .00
Save
, nt
Exit
: Org Object Proj Description
12581012 0232 S00%¥F  CERS EMPLC
Detail Info
1281012 0260 S00¥F  WORKERS C
— - . - . L hala R Vol Bal Lotk Nl [alalal® o falan i i DN I |



IMPORTANT POINTS

IMPORTANT - On the closing date all amounts will be final.

Grants for 11-12 will not be allocated using Next Year Budget Entry.

Central Office window is January 24 through February 18, 2011. Closing Date is
February 18, 2011.

ALL Schools window is February 7 through March 11, 2011. Closing Date is
March 11, 2011.

NO budget CHANGES will be made after March 11, 2011 for Central Office or
schools.

Current Year Funds tentatively last date for purchasing will be April 22, 2011.

Next year funds will tentatively be available on April 25th for purchasing supplies
for the next year. When purchasing using next year funds, change the fiscal year to
2012.

Be sure to allocate funds to codes you will need for purchasing as NO budget transfers
will be possible UNTIL July 25, 2011!!
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