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Munis Dashboard  
 
The dashboard is a web-based application where you can open Munis programs and set up easy-to-
access favorites to make working with Munis faster and easier.  
 
Here are some terms you may want to know before we start: 
 

 Dashboard – The application running in your web browser that gives you your homepage, 
favorites, and allows easy access to Munis programs. 
 

 Munis – The actual financial ERP software that stores and processes the city’s financial data. 
 

 Programs – The familiar functions of Munis (Munis “programs”) that run directly in your web 
browser. They can be launched from the dashboard. They are sometimes referred to as “Munis 
screens.” 

 

 Web Parts – Tools that can be added to the dashboard to interact with Munis data without the 
need to open Munis itself. 

 

 Favorites – Quick links to Munis Programs and websites that you add to your dashboard 
yourself. You can pick and choose which Munis Programs and websites are most helpful to you 
and add them to Favorites to find them more quickly. 

Finding and Opening Munis Programs 
 
On the dashboard, there are a number of ways to find and open Munis programs. When you’re using 
the new dashboard for the first time, this method is the easiest to start with. 
 

1. On the dashboard homepage, in the top-right corner of the window, in the ribbon, click Tyler 
Menu. 

 

 

2. The Tyler Menu dialog box opens. 

3. Decide whether you want to search for a Munis program or browse for it: 
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 Search 

1. Type the name (or keyword) of the Munis program into the search bar. 

2. On your keyboard, press Enter. 

3. Your search appears as a temporary category at the top of the list. 

4. Find the program you wish to open. 

5. To open the program, single-click the name of the program. 

6. The program opens in a new tab in your web browser. 

 

 Browse 

1. Click a category to expand its contents. 

2. Continue expanding categories until you find the program you’re looking for. 

 NOTE – Categories have arrows next to them. Programs do not. 

3. To open the program, single-click the name of the program. 

4. The program opens in a new tab in your web browser. 
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Web Parts 

Web Parts are tools that can be added to the dashboard to interact with Munis data 

without the need to open Munis itself. You can add, rearrange, close and remove Web Parts from 
your dashboard using WEB PARTS in the ribbon. 

 

 

 

Add a web part: 

1. On the dashboard homepage, in the top-right corner of the window, in the ribbon, click WEB 
PARTS. 

2. The “Manage Personal Web Parts” dialog box opens. 
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 NOTE – The list on the left contains categories of web parts that you can drag to add to 
your dashboard. 

 NOTE – The dashed-outline boxes on the right are a representation of the layout of your 
dashboard. 

3. Click any blue category on the left to see web parts in that category. 

4. Click and drag any web part from the list into one of the dashed-outline boxes on the right. 

 NOTE – Web parts labeled with “(Tile)” can only go into the Left Time and Right Tile 
boxes. 

5. After you drop a web part into a box, it will appear as a blue square within that box. 

6. (Optional) Add as many web parts from as many categories into the boxes as you like. 

7. (Optional) If more than one web part has been dropped into a box, you can click and drag the 
web parts within the box to reorder them. 

8. To finalize your changes and update your dashboard with the new web parts, click Update. 

9. The web parts you added now appear in your dashboard in the location you specified. 
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Remove a web part: 

1. On the dashboard homepage, click WEB PARTS. 

2. In the Manage Personal Web Parts dialog box, navigate to the web part to remove.  

3. Right-click the web part name.  

4. Choose one of the following: 

 Delete this Web Part – Removes the web part from your dashboard (this options is only 
available on web parts that have not been automatically activated for your dashboard). 

 Close this Web Part – Removes the web part from view in your dashboard, but leaves 
the web part in position in the Manager Personal Web Parts dialog box in case you 
would like to reactivate it. 

5. Click Update.  

6. The dashboard refreshes to remove the web part. 
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Recommended Web Part: Work Flow Manager 
 
For more options to view work flows, we highly recommend that you add the Work Flow Manager web 
part to your dashboard. 
 
To do so, follow the steps from “To add a web part,” and add the Work Flow Manager web part to your 
dashboard. 
 
 NOTE – This web part is available under the MUNIS Workflow category. 
 
 
Below is a view of the Work Flow Manager web part after it has been added to your dashboard. 
 
Work Flow Manager is for informational use only—you can look up information but cannot make edits 
from here.   
 
Especially useful is the second tab, Work Flow by Approvers. This allows you to view the outstanding 
approvals items for all approvers at the city. 
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My Favorites 
 
My Favorites manages programs, websites, or other applications that you frequently access. By using 
the My Favorites option, you can define categories that meet your work requirements and then assign 
programs to those categories for easy access.  
 

Add a program to My Favorites  

1. On the dashboard homepage, click Tyler Menu. 

2. Locate the program you would like to add to your favorites (search or browse). 

3. Right-click the program name. 

4. Select Add to My Favorites. 
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Create a new category in My Favorites 
 

1. On the dashboard homepage, click EDIT FAVORITES. 

 

2. The Edit Favorites dialog box opens.  

3. Click Add Category. 

 

4. The Add a Category dialog box opens. 

5. In the “Category:” text-entry box, type the name you would like to give the new category. 

6. To create the category, click Save Category. 
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7. Your new category is created. It is empty by default.  

Add a program to a custom category 

1. Complete the steps from “Create a new category in My Favorites” to create your custom 
category. 

2. Complete the steps from “Add a program to My Favorites” for a program you would like to add 
to your custom category. 

3. On the dashboard homepage, click EDIT FAVORITES. 

 

4. The Edit Favorites dialog box opens.  

5. Click My Favorites to expand the category. 

6. Click the name of your custom category to expand the category (even if it is empty). 
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7. Find the program under My Favorites that you would like to move to your custom category. 

8. Click and drag the program from My Favorites to your custom category. 

9. Drop the program under your custom category when the red box appears. 

 

10. The program is added to your custom category. 
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Add a website to My Favorites 

1. On the dashboard homepage, click EDIT FAVORITES. 

2. Click Add Favorite.  

 

3. Use the drop-down menu to select the Category where this link should appear. 

4. In the “Program Name” text-entry box, give the favorite a name (typically the name of the 
website). 

5. In the “Executable/Url:” text-entry box, enter the URL (web address) of the website you would 
like the favorite to link to. 

 NOTE – One recommended option is the GSA Website. 

6. To create the favorite, click Save Favorite. 

 

7. The favorite is created and added to the category you selected. When you click this favorite to 
open it, it will launch the website you specified in a new tab in your web browser. 
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Remove a favorite 
 
Option 1: 

1. On the dashboard homepage, click EDIT FAVORITES. 

2. Click the favorite you would like to remove. 

 

3. The Edit Favorite dialog box opens. 

4. Click Delete Favorite. 

 

5. The favorite is removed from My Favorites. 
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Option 2: 

1. On the dashboard homepage, find the My Favorites web part. 

2. To the right of the favorite you would like to remove, click X. 

 

3. The favorite is removed from My Favorites. 
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Dashboard Approvals 
 
You can view and take action on your approvals right from the dashboard homepage. Types of 
approvals available here include Invoices, Requisitions, Time Sheets, Time Off Requests, and 
Journals. 

View and take action on your approvals 
 

 

1. Click Approvals. 

2. The Approvals dialog box opens. 

3. You can sort approvals by process code or by date by clicking By Process Code or By Date 
above the list of pending approvals  

 NOTE - If sorting by process codes, click the All Process Codes drop-down menu to 
select the process code you would like to sort by. 
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4. Click the approval that you would like to view.  

5. Details for the selected approval are provided on the right side of the dialog box.  

6. NEW! – If the approval has an attachment, click the paper clip icon to preview the attachment 
right in this window! 

7. To take action on the approval, click the checkbox for the approval. 

8. Your options for action appear at the bottom of the window. Click one: 

 Approve 

 Reject 

 Hold 

 Forward (only available if you are not already receiving forwarded items) 

9. A secondary dialog box opens with additional options to complete the action (if necessary). 
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Munis Dashboard, Approvals, and Inquiry   Page 17 
 

Forward your approvals 
 
If you are going to be out of the office for an extended period of time, you can forward your approvals to 
another city employee from the dashboard.  

1. Right-click the Approvals tile. 

2. Select Configure Tile Settings. 

 

3. The My Workflow Tile Configuration dialog box opens. 

4. Click the Web Part Settings tab.   

5. Check the Enable forwarding box. 

6. Click the “Approver:” drop-down menu. 

7. Select an approver from the menu.   

8. (Optional) Forwarding can also be scheduled in advance by entering a Start and Stop date 
and time.  

9. To save and enable this approval forwarding, click Save. 

NOTE: IT MAY TAKE A FEW SECONDS TO LOAD, SAVE, AND CANCEL. 
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Please note: You cannot set up forwarding if somebody else is already forwarding items to you.  
 
You can find the most recent person to be forwarding approvals to you in the Approvals web part dialog 
box. 
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Inquiries via Centrals  
 
Centrals are a convenient, highly visual way to quickly interact with data in Munis. We highly 
recommend Invoice Central and Account Central as two helpful tools. 
 

Invoice Central 

 
Invoice central allows you to search for and view a specific set of invoices for a particular vendor, time 
period, or department. 
 

Basic Search 
 
Basic search will allow you to search by vendor name or invoice number and is sufficient for most uses. 
 

1. On the dashboard homepage, click Tyler Menu. 
 

2. In the search box, type “invoice central”. 

3. On your keyboard, press Enter. 

4. Your search appears as a temporary category at the top of the list. 

5. Click Invoice Central. 

 

6. The program opens in a new tab in your web browser. 

7. In the Vendor name or invoice # search box, type the vendor name or invoice number you’re 
looking for. 
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8. Press Enter on your keyboard (or, click the magnifying glass). 

 

9. The results of your search are displayed. Each invoice appears as its own blue tile. 
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Advanced Search 
 
The Advanced Search option allows you to search by additional invoice fields such as Department, 
Year, Warrant, Batch number, PO Number or Contract Number. 

1. Follow steps 1-6 from “Basic Search” above. 

2. Click Advanced Search. 

 

3. The Advanced Search window opens. 

4. Add any search criteria you require (more search parameters are available by scrolling down 
the list). 
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 NOTE - Drop-down menus with an arrow and checkbox can be used two ways: 

 

o Click the drop-down menu and select the item from the list.  

 

o Or, type the item you’re looking for in the drop-down box to search for that item in 
the list. 

 

5. (Optional) After you’ve entered your search criteria, you may click Save to save these search 
parameters. You can then reuse this exact search from “My searches” whenever you need. 

6. After you’ve entered all of your search criteria, click Search. 
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7. The results of your search are displayed. Each invoice appears as its own blue tile. 

View invoices in the web browser 

1. Complete a Basic Search or Advanced Search. 

2. The results of your search are displayed. Each invoice appears as its own blue tile. 

3. (Optional) If you would like to view the invoices in a list instead of as tiles, click the list view 
button. 

4. (Optional) If you are in list view and would like to view invoices as tiles again, click the list view 
button again. 

5. To view an invoice in the browser, click the invoice tile. 
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6. The invoice opens in your browser. You can view all data relevant to the invoice using the four 
tabs: 

a. Invoice – Gives you general information, amounts, and dates for the invoice. You can 
click on the Vendor Name for additional information regarding the vendor, or Contract 
Number for additional information regarding that contract.   

b. Payment – Shows check number and status. 

c. Invoice Details – Shows the account, org, object, and project for the invoice. 

d. Withholdings – Displays any withholding records for the invoice. 

 NOTE – Throughout the invoice, any items that are listed in blue (such as Vendor 
Name and Contract Number) are hyperlinks that can be used to access more 
information.  

7. (Optional) To open the Modify Invoice program, in the ribbon, click Invoice. Use this only if you 
need to modify an invoice that has already been processed. This should be used only in rare 
occasions, and not everybody has access to it.  

8. (Optional) To view the invoice attachment (if present), in the ribbon, click Attach. 
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View invoices in Excel 

1. Complete a Basic Search or Advanced Search. 

2. The results of your search are displayed. Each invoice appears as its own blue tile. 

3. (Optional) You can view all invoices in your search results in Excel at the same time. To do so, 
before opening a specific invoice, in the ribbon, click Excel.  

4. To view an invoice right in the browser, click the invoice tile. 

 

5. The invoice opens in your browser. 

6. In the ribbon, click Excel. 

 

7. Internet Explorer will prompt you to open the .xlsx file. Click Open. 
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8. The document opens in Excel in Protected View (view-only).  

9. To enable editing, click Enable Editing. 

 

10. You can now interact with the invoice data in the spreadsheet however you need. 

11. (Optional) The invoice numbers are hyperlinks. Click the invoice number to view the invoice in 
your web browser. 

 NOTE – This is identical to “View invoices in the web browser” from above. 
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Account Central 
 
Account Central allows you to view account budgets versus actual expenditures. 

Basic Search 
 

1. On the dashboard homepage, click Tyler Menu. 
 

2. In the search box, type “account central”. 

3. On your keyboard, press Enter. 

4. Your search appears as a temporary category at the top of the list. 

5. Click Account Central. 

 

6. The program opens in a new tab in your web browser. 

7. You are presented with four search options in basic search. You can search using as many or 
as few of these criteria as you need. None are required: 

 Fund 

 Org 

 Object 

 Project 

8. After you’ve entered your search parameter(s), press Enter on your keyboard (or click the 
magnifying glass). 
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9. The results of your search are displayed. Each account appears as its own blue tile. 

 
 

Advanced Search 
 
The Advanced Search option allows you to search by additional account fields such as Department, 
Division, Work Unit, Activity, Cost Center, Account Type, and Budget Rollup code. 

1. Follow steps 1-6 from “Basic Search” above. 

2. Click Advanced Search. 

 

3. The Advanced Search window opens. 

4. Add any search criteria you require (more search parameters are available by scrolling down 
the list). 
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 NOTE - Drop-down menus with an arrow and checkbox can be used two ways: 

 

o Click the drop-down menu and select the item from the list.  
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o Or, type the item you’re looking for in the drop-down box to search for that item in 
the list. 

 

5. (Optional) After you’ve entered your search criteria, you may click Save to save these search 
parameters. You can then reuse this exact search from “My searches” whenever you need. 

6. After you’ve entered all of your search criteria, click Search. 

 

7.  The results of your search are displayed. Each account appears as its own blue tile. 

View accounts in the web browser 
 

1. Complete a Basic Search or Advanced Search. 

2. The results of your search are displayed. Each account appears as its own blue tile. 

3. (Optional) If you would like to view the accounts in a list instead of as tiles, click the list view 
button. 

4. (Optional) If you are in list view and would like to view accounts as tiles again, click the list 
view button again. 

5. To view full details on an account in the browser, click the account tile. 
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6. The invoice opens in your browser. You can view all data relevant to the account using the five 
tabs: 

a. Account 

b. Segments 

c. Monthly Data 

d. Budget Rollup  

e. Current Year vs. CFWD 

7. (Optional) To open the Account Inquiry program, in the ribbon, click Account Inquiry. 
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View accounts in Excel 
 

1. Complete a Basic Search or Advanced Search. 

2. The results of your search are displayed. Each account appears as its own blue tile. 

3. (Optional) You can view all accounts in your search results in Excel at the same time. To do so, 
before opening a specific account, in the ribbon, click Excel.  

4. To view an account right in the browser, click the account tile. 
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5. The account opens in your browser. 

6. In the ribbon, click Excel. 

 

7. Internet Explorer will prompt you to open the .xlsx file. Click Open. 

 

8. The document opens in Excel in Protected View (view-only).  

9. To enable editing, click Enable Editing. 
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10. You can now interact with the account data in the spreadsheet however you need. 

11. (Optional) The Account IDs are hyperlinks. Click the Account ID to view the account in your 
web browser. 

 NOTE – This is identical to “View accounts in the web browser” from above. 
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View account query totals in the web browser 
 
Sometimes, it can be useful to view combined totals from multiple accounts. Account Central has a 
built-in feature that can do this for you with one click.  

1. Complete a Basic Search or Advanced Search. 

2. The results of your search are displayed. Each account appears as its own blue tile. 

3. In the ribbon, click Totals. 

 

4. Account Central generates a quick snapshot of the combined totals for the entire set of 
accounts that you defined in your search. 

 NOTE – This could be one account or more than a thousand. This is why it’s important 
to be specific when setting search parameters if you will be using Totals. 
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