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Posting Payment Entries to Munis Using the New 

Deposit Slips 

Payment Entry Module Instructions 

Objective 

 
This document provides comprehensive instructions on utilizing the “Payment Entry” 

module of the Munis ERP system to record transaction details from the newly 

implemented deposit slips. 

 

Overview 

 
To support the automation, timely completion of the bank reconciliation process and 

ensure the accuracy of the Statement of Cash, collectors across all agencies are 

expected to:  

 

1. Make all deposits to the bank within 24 hours of receipt of funds (SOPP 119). 

2. Post all revenues into the Munis / ERP system within 24 hours of receipt (SOPP 

105). 

 

All agencies are required to utilize the deposit slips provided by the Department of 

Finance (pictured below): 
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Deposit slips should be entered into Munis within 24 hours of their receipt. The new 

deposit slips contain deposit numbers that automatically link entries in Munis to the 

corresponding bank transactions, enhancing the efficiency and accuracy of bank 

reconciliation. 

 

Prerequisites 

Before you can successfully complete this process, you must ensure that roles granting 

the necessary permissions have been assigned to your user account. If the roles have 

not been established, contact the system administrator to have them updated or added 

into the Munis system.  

Using this Manual 

The process of entering each payment on the deposit slip in the Payment Entry module 

is outlined in Steps 1 – 20 of the Procedure section of this manual.  

Please note that Steps 1 – 20 will have to be repeated for every payment shown on the 

deposit slip.  
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Procedure 

 
Please follow the steps below to enter transaction details into Munis using the deposit 

slips:  

 

1. Log into Munis using your individual username and password: 
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2. Open the Payment Entry program: 

 

Click General Revenues > Payment Processing > Payment Entry 
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3. Batch numbers are automatically populated when you enter the Payment Entry 

module. Record the pre-populated batch number on the relevant deposit slip: 

 

 
 

 
 

  

Batch numbers are automatically populated in Munis – 
enter this number onto the deposit slip 
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4. Click “Add” to enter the transaction details from the deposit slip: 
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5. Enter the deposit number from the deposit slip into the “Default Deposit” field: 
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6. Click on “Overrides” to enter the suffix of the relevant payment method. Do not 

click on the “+” button:  
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7. Manually enter the suffix of the applicable payment method in the “Deposit 

Reference” field.   

 

In the example below, the Deposit Number is 10000 and the payment method is 

Credit Card. Therefore, the “Deposit Reference” field should contain “10000CC”. 

 

Note: Only add a suffix for the payment method for this transaction, not for all the 

transactions on the deposit slip: 

 

 

    

Select the corresponding suffix from the list for 
the applicable payment method 
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8. Update the “GL Effective Date” field to the match the deposit date on the deposit 

slip. The “Effective Date” can be the same as the “GL Effective Date”: 
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9. Enter relevant details regarding the transaction into the “Description” field: 

 

 
 

10. To see a list of the department codes for all government agencies, click on the three 

dots on the further right hand side of the “Department” field: 

 

  
 

11. Select the code of the relevant agency from this list: 

 

 

Select the relevant department code from the 
list  
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12. Click Accept to move on to the next stage of the posting process: 
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13. Uncheck the “20 - Real Estate” option and select the “1-General Billing & Misc Cash” 

option from the “Category” drop-down list.  

 

If the transaction belongs under a specialty classification, select the appropriate 

category instead of the “1-General Billing & Misc Cash” option: 
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14. Click on “Enter Receipts” in the menu bar: 

 

 
 

15. Click on “Misc Receipts” in the menu bar and verify that the previously entered 

departmental code is displayed on the screen: 

 

 
 

Additionally, ensure that the relevant details are filled in the “Paid By” and 

“Comment” fields.  Please note, the “Paid By” field is MANDATORY. 

 

Ex. “Paid By” – John Doe 
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16. In the "Charge Code" field, enter the respective charge code assigned by DOF then 

press the "TAB" key on your keyboard: 

 

 

 
  

c 
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17. Verify that the auto-populated 'Cash Account' field is accurate based on the selected 

Charge Code. Update the field if necessary.  

 

Also, verify the populated Org, Obj, and Project Code (if applicable).  Update the 

field(s) if necessary.  Please note, expense org/obj codes cannot be utilized for 

payment entries. 

 

If the mapping is incorrect, promptly contact the Department of Finance after 

updating the cash account on this screen: 

 

 

c 

c 



18 
 

 

18. The payment amount goes into the “Price” field: 

 

 
 

19. Click Accept to progress to the payment methods screen: 
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20. Make sure to select the correct payment method along with relevant details of the 

transaction: 

 

 
 

If it is a check, please enter the check number.  Please note, this field is 

“MANDATORY”. 

 

Ex: 1234 (no leading zeros) 
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21. Once finished, click on “Complete Transaction”. Repeat Steps 1 - 20 for any 

additional payment(s) included on the deposit slip: 
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22.  After entering the final payment, click on the “Back” button: 
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23. For every transaction entered, please provide the appropriate documentation based 

on the transaction type by clicking on the “View Batch” button:  
 

a. For Cash / Checks, upload deposit slip images 

b. For Credit Cards / Tele-checks, upload settlement reports 

c. For Wires, upload wire confirmations 

 

 
 

24. After clicking the "View Batch" button, a single transaction or list of transactions in 

the batch will be displayed. Click on the relevant transaction:  
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25. Click on the drop-down arrow next to the “Attach” button and select the first option to 

submit the supporting evidence for the selected transaction: 

 

 
 

26. Click on “Add” and then the “Choose File to Attach” pop-up menu will appear: 
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27. Click on “Drop file here or click to upload” to upload the document from your device: 
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28. Select the relevant document and upload it by clicking on “Open”. Please note that 

the supporting document must be in PDF format: 
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29. Enter a description of the attached supporting document in the “Description” field 

and then click on “Accept”: 
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30. A summary of the key details of the uploaded file will appear. Click on “Accept”: 
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31. Depending on the browser used, a webpage displaying the uploaded file may 

appear on your screen: 

 

 
 

Close down the webpage with the uploaded document and toggle back to the 

window you selected in step 23. Click on “Close” and this will take you back to the 

main page of the Payment Entry module: 
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32. Once you are back on the main page of the Payment Entry module, select “Deposit 

Rpt”: 
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33. Select “Cash Account” under “Print sequence” and verify that the cash account is 

correct. If so, proceed to Step 34. If not, return to Step 16: 
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34. Click on “Back” in the menu bar to return to the main page of the Payment Entry 

module:  
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35. Click on “Output Ref”.  

 

Ensure all the check boxes are checked and click on the following: 

 

Accept > Save > Ok >Yes 
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36. Click on “View All” to review the entries you have made and ensure that the relevant 

fields are correct: 
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37. Once you click on “View All”, you will see a list of all entries that you have entered.  

If you need to edit a particular entry, simply left-click on it and follow the necessary 

steps outlined earlier in this document to make any changes: 
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END OF DOCUMENT 


