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Procedure for AP Invoice Entry 
To add Invoices into Munis: 
Open Invoice Entry program. 
Financials > Accounts Payable > Invoice Processing > Invoice Entry 

 

The Program displays the Invoice entry screen. Choose                  to start a new Invoice batch. 
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The Batch information will populate. 
 

 

Choose the         button in the Dashboard Ribbon to proceed to Invoice Entry. 

If this is the first time opening Invoice Entry, the screen will open to Full Entry.  

 

The Batch number, effective date, 
and Year/Period will auto-populate 

Do not change the default Cash 
account 

Only enter a Check Run number 
(MMDDYY) if this batch will be run 
at a time different than Fridays. 

The Due Date will default to the 
current date when the batch is 
added 
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To switch to Quick Entry, choose          and then choose  

 

 

 

 

The Dashboard Ribbon Menu will now display the Quick Entry Program. Choose this option. 

 

The Quick Entry Screen will open with the default year. 
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To choose a Purchase Order to liquidate, click the Help Field        next to the PO field. 

A list of the department’s open Purchase Orders will display. Highlight the correct one and click  

 

Detail from the PO will default on the Invoice as you tab through the fields. 

  

Use the Tab Key to tab through the screen and enter the Invoice number (from the appropriate 
invoice), the Gross Amount of the Invoice, and the Invoice Date. All other fields will default onto 
the Invoice Header. 

 

 

 

If the Invoice Header Information is correct, Tab all the way through all fields, or click  . 

 
H 
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The Line Detail screen will open. If you are liquidating the full amount of the Purchase Order, 
click                       at the top right of the Dashboard Ribbon. 

 

A warning message will appear. Choose Yes to fully liquidate and close the PO. 
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You will be returned to the Invoice Header Screen. Choose         to save the account detail lines 
on the invoice. 

 

The Barcode Label Print Screen will open. Enter the number of invoice pages to be attached to 
this invoice data record. If adding multiple invoices to the batch, choose Add to Queue. This will 
allow you to print all the Barcode labels once you are done entering invoices. 

 

The system will return to the Invoice screen. There will be a message at the bottom left of the 
page confirming that the barcode has been added. 
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Choose         to enter another invoice into the batch. This invoice will only partially liquidate a 

PO. 

 

A blank invoice entry screen will open. To choose a Purchase Order to Liquidate, click the Help 
Field      next to PO. 

A list of the department’s open Purchase Orders will display. Highlight the correct one and click  
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Enter in the Invoice number, and the Gross amount being liquidated from the PO. Make note of 
the PO amount and Open amount displayed at the top of the Invoice. 

 

Enter the invoice date, as well as any other applicable information, such as Liquidation Method, 
or Separate Check. 

Click         or tab through to open up the line detail screen. 

Choose Modify from the dashboard ribbon to identify which lines are being liquidated. 
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The PO Lines will open. Enter the Quantity Received as well as the Liquidate Amount on the 
appropriate line. As you tab through, the Invoice Amount will default to the same amount as 
enter in the Liquidate Amount field 

*Hint* The total all Invoice Amounts per line should total the Net Invoice Amount 

 

Once the Received Quantity, Liquidate Amount, and Invoice Amount are entered, click 

Choose Continue to save the PO detail line entry. 

 

 

You will be returned to the Invoice Header Screen. Choose         to save the account detail lines 
on the invoice record. 
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The Barcode Label Print Screen will open. Enter the number of invoice pages to be attached to 
this invoice data record. If adding multiple invoices to the batch, choose Add to Queue. This will 
allow you to print all the Barcode labels once you are done entering invoices. 

 

The system will return to the Invoice screen.  

Keep adding invoices as necessary to the batch. Once done, go to More > Print Label in the 
dashboard ribbon. 

 

This time, choose Print Queue. 
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Choose Yes to print the Barcode Labels. 

 

An Internet Explorer PDF screen will open with images of all the barcodes added to the Queue. 

 

 

Print the Barcodes by choosing print from the Internet Explorer dropdown. 
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Choose the Barcode Label Printer, and click Print. 

Fasten each barcode to its associated Invoice  

Open Tyler Content Manager from the desktop. 

 

 

 

 

Enter in your credentials and click Login 

 

 

 

 



 
AP Invoice Entry                                                                                    Monroe County, WI 

 
 
The TCM screen will open. Choose documents from the lower left menu. 

 

Now choose Batch Scanning from the side menu to mass scan in electronic copies of the 
invoices just entered. 
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The Batch Scanning window will open. Choose Settings > Scanner Options to set your scanner 
defaults. You will only need to do this once. 

 

Scanner Options: 
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Once the Scanner Settings are Saved As Default, load the hard copy invoices with barcode 
labels into the scanner face up. Click  

 
The documents will queue up in a list grouped together in the order it found based on where it 
finds a barcode.  
 

 

 
Fix any errors that may exist.  
Any errors/problems will be noted with red and white       marks. 

Common problems:  
 
# of Pages is not what was expected  
This is usually caused by blank pages not being removed. Select the extraneous page(s) and 
click the Remove button.  
It can also be caused if the barcode on the next invoice was not recognized. Select all of the 
pages from the next document and click the fix button (see instructions from Invalid Document 
ID for how to fix the document).  
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If there are pages missing, select the page before or after the missing page and click Rescan. 
Follow the dialog instructions to tell it where to place the additional page(s).  
 
Invalid Document ID or Barcode Unrecognizable  
Click on the top info line above the listed pages and click Fix.  
Put APInvoice in the document type field.  
Enter the invoice # into the Document Number field.  
It will give you a list of invoices with that invoice #. Select the correct invoice and click OK.  
 
Page image scanned poorly  
Select the page to rescan and click Rescan. Choose the Replace images starting at selected 

page and click Scan to rescan. 

Apply the Barcode Labels to the appropriate Invoices, and then close the Barcode Label PDF 
screen. 

Click the  button once there are no more errors to submit the images and attach 
them to the invoice record. The image should now be retrievable and viewable from the invoice 
record. 

To view the record, navigate back to your Munis batch and choose the Attachment Icon on an 
Invoice record. 

 

Highlight AP Invoice, and choose View Documents 
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The TCM Viewer will open with your record attached. 

 

 

To now send the invoices off through workflow to be approved for payment, choose                  
to navigate back to the Invoice Record. 

Once on the Invoice Record, click          from the Dashboard Ribbon to return to the Batch 
Header screen. 

Once on the Batch Header screen, choose Release. 
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The invoices within the batch will show as released. 

 

 

To initiate the approval process, click Approvals. This will send all invoices to the appropriate 
approver. 
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Results 

Status Change 
A released invoice batch will have a status of H – Held.  You can click on the Approvers button on each 

individual invoice to see who needs to approve the invoice. 

GL Impact 
The GL account will now show the invoice amount (in the Actual (Memo) field) which reduces the 

Available Budget amount. A posted invoice will debit the Expenditure account and Credit Accounts 

Payable. 

What’s Next? 
The invoice is waiting on approval. Once approved, it may be posted and paid. 

 


