Travel / Conference Requisition Munis Version 11.2

1. Go to Requisition Entry
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2. ClickSwitch Formon the ribbon at the top of the page
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SelectRegularfrom the pop up box, click ok

Choase a Form s Box Definitions:
CONTRACHUSse to enter a contract

O CONTRACT MREQ-Master form, don’t use
REGULARUSse this to enter mst requisitions

= WHSE § WHSE- Use to enter a warehouse order
oK Cancel NONE- No modifications made full form
3. ClickAdd

4. Your Site/Department number will show in tBeept/Locbox
5. TabpastFiscal Yeanvhich will autofill
a. As you talpastRequisition numbeya requisition number will autdill
6. Inthe General Descriptiobox, enterthe name of the conference.
CABE CONFERENCE
(Rememberalways useCARSLOCHKor data entry in Munig

Deptiloc 104 E
Fiscal year 2017 Q curre
Requisition number 17000285

General description CAPRE COMNFEREMT

I e e
7. Just below the General Description box is General Notes

This is where you can enter a note such as your school
sitgolan justification for categorical programs

8. Click Accepaind then click return.

9. Notice that the Status box is Statu€REATED

10. Tabpast the deeded bybox and theentered box that have auto filled
11. Tabpast thePO expiration box leaving it empty

12. Tabpast theReceive by bullet leaving it cQuantity

13. TabpastThree way matcheaving the box checked

14.

Updated11/21/19 mk



Travel / Conference Requisition Munis Version 11.2

15. Vendor-You have twahoices here:
1. If you are doing a requisition for only Registration or Reimbursemantgn use the
Vendor Alpha search and enter the name of the vendor, such as “CABE".
Vendor Alpha CABE
Vendor Name
a. ClickAcceptwhen you find the correct vendor for your confereny@u will be

returned to the requisition entry screen, the vendor address will €ilkto

Vendor [11525] | = Committed

2. If you are creating a requisition for all aspects of your trgwelcan hanekey in the number
“123456”in the Vendor cellwhich will yield the generic venddiConference” Provide the
vendor information in the General Notes screen.

[

Vendor 123456 ... = Commitied

ke SR TR

16. TheShippingAddressdefaults to the warehouse;
« On a travel requisition you need tthange it to your site or department number

17. Termssection, information entered here wilpply to all line items.
a. Discount%- Leave this box empty.

Jag Groun - - Desconlion . .- . Rate..
b. Freight % Leave this box empty. .. QAN APSACSGIUNL......... . APSalesTay mincation1,
. . . i3l Coemitn 10,000 ¥ Cermito
c. Sales tax group €lick the ellipsis and select Countywide 8500 Countywide
Hercules 9.000 Hercules
Non-Taxable . Pl 0500 Pinole
. . 9500 Richmond Richmond
1' Reg|5trat|0n ha.S no taX 9250 San Pablo San Pablo
0.000 MNon-Taxable MNon-Taxable

2. Hotel confirmation includes tax.
3. Airfare total includes tax.
4. Reimbursemenamounts will already include tax.
d. Sales tax %will display .000
e. Use taxgroup and Use ta%bo- Leave these boxes blank
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28. You will be in théAccountbox
a. If you know the entire 32 digit account code you can key it iyporcan enter as much as you
know and then click the ellipsis and choose the account code you want to use.
The object codes for travel are:
5220-Conference lfbtate — 325-—Conference Oubf-state

28. Tabonce, if you are only using one fund for this purchasiekAccept
a. If you are using an additional funchange the amount you are charging to line one and hit tab.

b. Enter your second account number, tab to amount, either accept or change and repeat.
e =

Fiscal year 2017 Number 17000295 Line 1
RN NONN0 Dmantife 5 00N | Init Prica
11 I 11 -
uom EA
Description REGISTRATION FEE TO ATTEND CABE 2017 BILINGUAL
GROSS 2,500.00 EEE?TION CONFERENCE IN AWRHEIM, CA APR 2-5,
hrenbt &l = Add'l Desc/Notes
Discount 00 %
- R I =
nn B rndit
Amount justification: Mot Meeded
NG e T I Fomsy N przzzoden
LODANE A DO R L AAR ATACE AC RALA RS T . na "'_“":ﬁ.'E- B A F M 10,1100 24n

29. If you need to add another line item, cligkon the ribbonand enter the details for the next line.
Quickdtip:
* If you are using the same account number for each line item you can click the copy GL
button in the ribbon bar when you get to the account number portion of the next line item.
30. When you have entered all the line itentdick Acceptthen click Returrto go back to the main page
of the requisition.

31. Very Important Step: Attachments
Once you have entered your requisitiand saved it by clicking Accept you can click on the
Attachments icorto add your attachments.

Attachments are required for conferences and travel.

a. Attach completed conference registration forms

b. Attach a copy of the requested airline itinerdifyany)and arline request form.
i. Include legal name(s) and birth dates of all travelers

c. Attach hotel confirmation(sjif any)

Don’t forget the attachments!
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