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From the Menu on the MUNIS Home screen, click on Account Inquiry 

 

 

 

 

 

 

 

 

 

 

 

 

 

Your screen will appear similar to that shown below. 
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Click Search                  on the Dashboard Ribbon.  

Then enter the Account information you wish to Inquire on. 

You can Search by Fund, Org, Object, Project, Rollup Code, etc.  – or a combination of parameters.  

If you don’t know the exact Search parameter you need, you can click on the elipsis           for a drop down list 

to select from.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you enter just the Org number for your department, as shown below, you will have all object accounts 

appear that are related to that Org. (An example of this is shown on the next page.) 
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The example is shown below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You can scroll through the various accounts by clicking the navigation arrows at the bottom of the screen. 

You can also view the accounts as a list by clicking the Browse button on the Dashboard Ribbon. 

The list would appear similar to that shown below. You can then highlight and Accept the account you wish to 

view. 
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From the Account Inquiry screen, you can view the actual detail for the various lines and the various Fiscal 

Years by clicking on the corresponding highlighted yellow folder.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

By clicking the yellow folder icon            next to the Fiscal Year 2015 Original Budget Line, your screen might 

look similar to that shown below. 

Click the Detail button on the Dashboard Ribbon, and your screen will appear similar to that on the next page. 
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This screen reflects the 2015 Budget as entered into the system. 

Remember, you can navigate through the various detail lines of the Account Budget by clicking the navigation 

arrows at the bottom of the screen.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click Return                  to exit and navigate back to the starting screen. 
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By clicking the yellow folder icon            next to the Fiscal Year 2015 Actual (Memo) Line, your screen might 

look similar to that shown below. 

Click the Excel button           on the Dashboard Ribbon to export into an Excel Spreadsheet at any time. 
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You can see the Account Detail by Month by clicking the Months button on the dashboard ribbon.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Your screen will appear similar to that shown below. 

Remember that you can click and drag, delete, or sort the columns by clicking on the column headers. 

 

 

 

 

 

 

 

 

 



Account Inquiry 

8 

 

You can see the Account Detail Totals by Month by clicking the Totals button on the dashboard ribbon.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Your screen will appear similar to that shown below. Click Return to exit back to your starting point.  

 

 

 

 

 

 

 

 

 


