How to View Accounts
and Attachments from
Report Hyperlinks




Many Reports generated through Tyler/Munis include hyperlinks to the system for account,
transaction and attachment inquiry purposed.

To view these details, simply click one of the hyperlinks that appear on your report.

(Similar to those shown below)
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You may see a dialogue box similar to that shown below, if so, ‘Remember my action for this site’
and then click Allow.

A The document is trying to connect to
L& https:/VWLNDASHOI. tylertech. com: 201053/ sites/mud5316/Live/Views/PassThru.aspx?-E= %2 BDLGYY
Cnhsg9eFYSTWhbugWHRKsD/hEp3kBk1KdTe/dcLdxnRRIKXmUCsMODcOiik &

If you trust the site, choose Allow, If you do not trust the site, choose Block,

Remember my action for this site




If you click on the Account Number and Description hyperlink you will see a screen similar to that
shown below.

Here you can view Fiscal Year Comparisons, Current Year Activity, or History by clicking the tabs.

To view a list of Actual Transactions for this account you can click the yellow folder icon. =2
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Account Inguiry - Munis [Monroe County]

Fund 100 ... GEN FUND Acct |100—35—15?0—16?00-000DU—DDDUU—SBBDID— -0000-0000 |
Org 16700000 ... TOURISM Acct namE|CONFERENCEfSEMINARS “ [= Account Notesl

Object [533010 ... COMNF/SEM Type Expense - Status Active -

Project || G Rollup TM40a0 ...|| 2 |CONF/EDUCATION & TRAVEL

Multiyr Fund

4 Year Comparison | Current Year | History |

¥r/Per 2014/11 Fiscal Year 2014 Fiscal Year 2013 Fiscal Year 2012 Fiscal Year 2015

suu.uu|@| ?DD.DD“E“ 1,DDD.DD|@| BDD.DD|@
o1 ol | ) ol
. ol ezl G

800.00 | | 700.00 | | 1,000.00| | 800.00 |

492.31|E| 593.15|E| 98?.15|E| .Du|g

QOriginal Budaet

Transfers In

Transfers Out

Revised Budget

Actual (Mema)

Encumbrances .DDl@” .IZIEIHE“ .DDHEH .DD|@
Requisitions .Dﬂl@ | .DD|@
Available 307.19 | | 6.84| | 12.84| | 800.00 |
Percent used | 61.60 | | 99.02 | 98.72 | .00

By clicking the yellow folder icon =2 next to the Actual (Memo) field, a detailed transaction screen
similar to that shown below will appear.

For further information, highlight a specific transaction and click Detail from your dashboard ribbon.
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Your screen will appear similar to that shown below.

To view the documents associated with this transaction (i.e. PO, Invoice, Check) click the

Attachments icon on your dashboard ribbon.
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Account Inguiry - Munis [Monroe County] = Account Detzil > Invoice Data - Munis [Monroe County]

Invoice |282D | Vendor |ﬁ| Remit |7D|
Year/per 2014 ‘E’ Mame |T&J HOSPITALITY |
Type E’ Invoice Terms | |

[ Address I I Remits ]
Cash Account 99900000 | [111000 [l CcasH

PO 14001259
Contract

Gross amt 3?.?6| Desc |EDCT MEETING REFRESHMENTS

Disc date | Status P Paid

|
|
Disc basis | .00 | CHECK RUM 141205
|
|
|

.000 | Inv date 11/18/2014

37.76 | Due date |12!05!2014 |

Disc percent

Met amount

.DD| lﬁ"Details Work Order/Task | | | 0

- Dept/Loc 16702

Payment meth M Normal

Check no 1000779 Separate check
Check date 12/05/2014 Include decumentation

P& applied

Retainage

From the dialog box that appears, highlight the document type you would like to view, then click

View Documents.

Document Mappings 5
Document Map Title Document Type 3
Generic Attachment Attachment (no searchable metadata)

AP Check (R) AP Check
AP Invoice (R) AP Invoice

-
(== View Documents || B Show Counts “D Maintain




ON THE LEFT MARGIN, YOU MAY SEE INDICATED THE AP INVOICE, THE PURCHASE ORDER
AND/OR THE AP CHECK.

YOU CAN CHANGE YOUR VIEW TO THOSE ATTACHMENTS BY CLICKING ON THEM.
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YOU CAN SCROLL THROUGH THE PAGES OF YOUR INVOICE DOCUMENT TO VIEW IT BY
USINGTHE ¢+ &+ ARROWS.

AP CHECK VIEW:

Monroe County LR
Finance Dept. AP MAILED FROM
14345 County Hwy B, Room 2 2P CODE sa656
Spaita, W 54656

T&) HOSPITALITY

201 HELEN WALTER DR
SUITE 1

TOMAH, W1 54660




PURCHASE ORDER VIEW:

Purchase Order

Facal Year 2014 Page 1 of 1

AD1141

MONROE COUNTY ADMINISTRATOR
14345 COUNTY HWY B SUITE 3

faes  14001259-00

SPARTRIN 980 Delivery must be made within

e e doors of specified destination.
Jrrr=v el T
RN s A T&J HOSPITALITY MONROE CO ECOMOMIC DEVELOPMENT

201 HELEN WALTER DR MONROE COUNTY ADMIMISTRATOR

SUITE 1 14345 CO HWY B RM 3

TOMAH Wi 54660 SPARTA WI 54856

soesrzannoxos | eoworaaonn | e |

? , 12032014 ECONOMIC DEVELOPMENT
CLICK CLOSE VIEWER TO EXIT VIEWING OF ATTACHMENTS.






