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FM Useful Practices and Handy Tips

Some methods for getting the most out of the system,
vielding —

* Time savings
* Greater efficiency
e Standardization of practices



Home Page
Tools

Reconciling
Subledger
Reports to

G/L Reports

Creating
Report
Templates

Adding pages
to favorites

Deleting
Inactive
Templates.

System
Notifications.

Search Grid
Headers.

Inactivating
Users.




What Tools are Available on my Homepage?

NWERP 2021.1 Search

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

Welcome to new world ERP - nws
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We’ll examine the use

of
- 1) Global Search

% NWERP 2021.1 —

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

Welcome to new world ERP - nws

- 2) Quick Navigate

a 2 (™ Calendar Apr 2024 :
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- 3) Show Me button




What is Global Search?

It is @ convenient way of searching the system, across all modules for a
specific topic.

It is a search function that makes use of sub-filters to quickly narrow
down the results of your search.



& B Invoice

myFavorites | Financial Management | Human Resources | Utiity Management | Community Development | Maintenance

Welcome to new world ERP - nws
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Here, we are simply
searching the term
invoice.



NWERP 2021.1

Global Search

14343 results

Sort By/Time Frame

Most Relevant

v AnyTime

Show results for
Modules

. Joumals (14171
ces (119)

M8 Invoices (53)

B
]
]
]
]
]
]
g
]
]

UM Accounts (0)

Invoice

E invoice 2044 + AUGUST/FIRE STATIONS * Paid

3152- CMT JANITORIAL SERVICES

B 202400000051 * Invoice 2 + Edit

1-A &M BUSINESS INTERIOR SERVICE

E 2023-00000092 * Invoice 2 * Open

7 - Test Vendor Email Payment Confirmation

E 2023-00000093 * Invoice 3 * Open

- Test Vendor Email Payment Confirmation

E 2023-00000094 * Invoice 4 * Open

7 - Test Vendor Email Payment Confirmation

E 202400000050 * Invoice 1 + Edit

Vendor

1-A &M BUSINESS INTERIOR SERVICE

E 2022:00000272 * Invoice 2 * Edit

650- CENTERPOINT ENERGY

E 2023-00000095 + Invoice 5

7207 - Test Vendor Email Payment Confirmation

E 2023-00000096 * Invoice 6 * Open

- Test Vendor Email Payment Confirmation

E 202400000052 * Invoice 1 * Edit

1-A &M BUSINESS INTERIOR SERVICE

04/17/2024

Amourt
$300.00
Amaunt

$400.00

Amount

$2000.00

Amourt
$0.00
Amount
$500.00

Amount

$600.00

Amourt
$2000.00

Search results will be

displayed across
filters on the left.

Default filters can be
set using the settings

icon next to the
filters.

Individual results can
be accessed by
clicking the eyball
icon to the right.



Quick Navigate Tool

b NWERP2021.1  Searc

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

Welcome to new world ERP - nws

™ Calendar Apr 2024
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VAR you to quickly
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locate specific
pages within the
system.

Show Me)

The advanced
search icon allows




How Do | Use the Quick Navigate Tool?

Simply enter the
" NWERP2021.1  Search St search term for the
myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance @Cﬁ Invoice ) page you Wa nt to find .

Financial Management — Accounts Payable — Change

Invoice

Welcome to new world ERP - nws Financial Management — Accounts Payable — Invoice

Entry Batches RESUlt iS displayed in a

Financial Management — Accounts Payable — Invoice

o T Apr 2024 oot Pt - @ clickable shortcut link.
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M T W Th S

22 23 2 25 2% 27

S

28
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ADD A NEW EVENT @)



"% NWERP 2021.1

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

Change Accounts Payable Invoice List

@hﬁ@ Q’g?@List

myTasks &

v Approved
O0of1at1
Oof1at1

Oof1at1

1- 50 of 144 records

g 1]

Original
12/30/2023
Original

Original

ADM_ADM
ADM_ADM
ADM_ADM

ADM_ADM

- Admin Name -
- Admin Name -
- Admin Name -

- Admin Name -

Chan...
Chan...
Chan...

Chan...

A & M BUSINESS INTERIOR SERVI...
A & M BUSINESS INTERIOR SERVI...
ZMTBP LLC, History

CITY OF CHAMPLIN

2023-00000133

2022-00000321

2022-00000310

2022-00000301

First Invoi
Testing Ct
100 test it

test

Next P

£ Show o)

M records

Clicking the top result
brought me to the
Change Accounts
Payable Invoice List

page.

This is an alternative to
saving shortcuts for
different pages.



What is the Show Me Button?

G NWERP22LT  sem 7 5 The Show Me button is a

et e T emprrm—ro— powerful tool that will

help you navigate to and

TR oo o : walk through different

M Tu w Th F Sa Su
22 23 | 24 | 25 26 27 28
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% NWERP2021.1  Search

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

Welcome to new world ERP - nws

(™) Calendar
0

CALENDAR
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0 Events
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<22 23

0 Events
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W Th
24 25
0 Events 0 Events

ADD A NEW EVENT @

How Do | Use It?

How do l...

@ Annual Budget Processing

(O Advance Budget Levels

(O Un-Advance Budget Levels

(D Update Position Budget Year

() Create Position Budget Adjustment Factor
() Initialize Annual Budget

(D Maintain Position Budget Benefits

Simply click the button
to activate it, then enter
your topic.

The results list will
populate dynamically as
you enter your query.

Select the process or
process details by
clicking.



"4 NWERP 2021.1 Search

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenancg Go to Financial Management

Welcome to new world ERP - nws

CALENDAR

*
22

0 Events

A 217

NOTIFICATIONS

23

0 Events

> Annual Budget Processing
> Budget Processing
> Advance Budget

Apr 2024 If these menu options do not appear

you are not authorized to this process.

W Th m
24 25 26 zr o

0 Events 0 Events 0 Events 0 Events 0 Events

ADD A NEW EVENT @)

Clicking Advance
Budget Levels gives a
pop-up preview
window.

Click <Go There>



The system will navigate
to the page and,
through a series of pop-
up prompts, walk you
through the process.

b NWERP2021.1  Search B = @

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance Q

Advance Processing

Budget Year 2024 v

Select the current budget level.
Level to Advance From

By WalkMe

Organizations Follow the prompt for
Department Division Program Sub-Program test category S e I e Ct i n g t h e C u r re n t

- : budget level.

Available Organization(s): 0 Selected Organization(s): 0




Next, follow the
NWERP 2021.1 Search
e prompt for the
myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance @ Orga nization(S) you

Advance Processing want to advance.

Budget Year | 2024 v Select the organization(s) to advance.

Level to Advance From  Department Requestec v m

Fund Department Division Program Sub-Program test category

v v

101-01-01-1070-101-Test - General Test, Mayor / Council na +
101-04 -05-1901 - General Test, Administration, Administrati »
799 - test carryover




Click the <Advance>

€« > C 25 trovmebase01.corp.tylertechnologies.com/nwerp/FM/BudgetProcessing/AdvanceProcessing.aspx

[ MOAS [ Tools and Links [ Imported From IE [ Imported G COURSERA [ Customers [ Ready Forms [ User Group Resou... [] eSuite [ Imported (2) » b utto n to Co m p I ete
Level to Advance From  Department Requestec v t h e p ro Ce SS .

Organizations

Fund Department Division Program Sub-Program test category

Available Organization(s): 2 Selected Organization(s): 1

101-04 -05-1901 - General Test, Administration, Administrati « 101-01-01-1070-101-Test - General Test, Mayor / Council na “
799 - test carryover »

Click Advance.

By WalkMe




That's it!

Click here for more information about Annual Budget Processing.




The page will display
NWERP 2021.1  Search that the activity has
myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance b e e n CO m p I ete d .

Advance Processing

Budget Year 2024 v

Level to Advance From | Department Requeste v

Organizations

Department Division Program Sub-Program test category

Available Organization(s): 0 Selected Organization(s): 0




Reconciling Subledger Reports to the General Ledger

Purchase Order Encumbrances
Accounts Payable

Accounts Receivable




Balance Open Purchase Orders to GL Encumbrances.

Reports to run:

 Purchase Order Encumbrance Reconciliation Report

O Open Purchase Order Report

ERncurnbrance
Balances o
Open



NWERP 2021.1 Search

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

Journals »
Revenue Collections >

Welcome to
>

Payment Processing

Annual Budget Processing  »

Year-End Processing » ndar
m Receipt of Goods
[o7\ll Accounts Payable >
* Procurement 4 w

M Tu
Bank Reconciliation » <
Project Accounting 4

2

Grant Management
N 0 Events 0 Events 0 Eve
Asset Management »
Miscellaneous Billing »| General Ledger »
Inventory Control »| Budgetary 4

Government Reporting Annual Budget »
Work Orders » Revenue Collections »
Special Assessments » Accounts Payable »

b Voucher Reguisition Report

Bank Reconciliation »  Voucher Report

Inquiries

Project Accounting » Requisition Report

Grant Management » Purchase Order Report

Asset Management »  Purchase Order Audit Report
Miscellaneous Billing  »| Purchase Orders by G/L Distribution Report

Inventory Control »  Open Purchase Order Report
Contracts 4
Dynamic Reports >
Work Orders >

Special Assessments P




Balance Open Purchase Orders to GL Encumbrances.

Selection Criteria:

Report as of Date ~ 12/31/2023 | Summarize to Organization Level v
Budget Balances  Annual v Page Break Level v
0 il = i il Detal v ificat N v
°o Re p o) rt D eta I I — D eta I I Report Detail ~ Detai Subtotal by Classification Level ~ None
. Only Return Differences Include Accounts with Zero Encumbrances ()
H e —
L (4 -
* O n Iy REt urn D Iffe rences Ye S Prior Year Purchase Orders ~ Include v Include Soft Close Transactions
o . _ o
** Prior Year Purchase Orders = Include porYear sl Actvty e v
o H Account Classifications v
*¢ Include Soft Close Transactions - Yes
Available Account Classification(s): 0 Selected Account Classification(s): 27
o Expense Classification 1 - 1 - - - Position Budgeting o

0- INS - Insurance

1 - UTIL - Utilities

2 - COS - Cost of sales

3 - CONF - Conferences and schc

' Expense Classification 1 - 1
Expense Classification 1 - 1
Expense Classification 1 - 1
Expense Classification 1 - 1
Expense Classification 1 - 14 - DUES - Dues and subscriptior
1
1
1
1

&« Expense Classification 1- 15 - OTH - Other charges
Expense Classification 1 - 16 - Social Svcs - Social Sves
Expense Classification 1 - 17 - CON - Contingency

4 | Exense Classification 1 - 18 - GFC - General Fund Charaes

ERcurnbrance
Balanees %o
Open



—
NWERP 2021.1

Summary Purchase Order Encumbrance Reconciliation Report

Budget Balances: Annual

Report as of Date: 12/31/2023

Prior Year Purchase Orders: Include

YTD G/L Budget - YTD YTD PO Encumbrance
Amended Budget YTD Expenses Encumbrances Exp/Enc Encumbrances Difference
und: 101 General Test
Department: No Department Assigned
1234 Dummy Account $0.00 $104,598.00 $62,760.00 (5167.358.00) $22,426,750.27 ($22,363,990.27)
6206 Operating Supplies $0.00 $68,710.24 (5499,990,851.00) $499,922,140.76 $1,100,517,017.36 (51,600,507,868.36)
D(iplartmem: No Department Assigned $0.00 $173,308.24 (5499,928,091.00) $499,754,782.76 $1,122,943,767.63 ($1,622,871,858.63)
totals:
Department: 01 Mayor / Council name
Division: 01 Legislative
6204 Repair & Maintenance Supplies $0.00 $10,000.00 $10,000.00 ($20.000.00) $32,332.72 ($22,332.72)
6210 Small Equipment $0.00 $5,000.00 ($5.000.00) $0.00 $860.82 ($5.860.82)
Division: 01 Legislative totals: $0.00 $15,000.00 $5,000.00 ($20,000.00) $33,193.54 ($28,193.54)
Department: 01 Mayor / Council name totals: $0.00 $15,000.00 $5,000.00 ($20,000.00) $33,193.54 ($28,193.54)
Department: 04 Administration
Division: 05 Administrative Services
6206 Operating Supplies $0.00 $0.00 $2,200.00 ($2.200.00) $58,475.04 ($56,275.04)
Division: 05 Administrative Services totals: $0.00 $0.00 $2,200.00 ($2,200.00) $58,475.04 ($56,275.04)
Department: 04 Administration totals: $0.00 $0.00 $2,200.00 ($2,200.00) $58,475.04 ($56,275.04)
Department: 15 Finance
Division: 17 Assessing
6206 Operating Supplies $0.00 $0.00 $90,000.00 ($90.000.00) §90,579.84 (8579.84)
Division: 17 Assessing totals: $0.00 $0.00 $90,000.00 ($90,000.00) $90,579.84 ($579.84)
Department: 15 Finance totals: $0.00 $0.00 $90,000.00 ($90,000.00) $90,579.84 ($579.84)
und Totals: General Test $0.00 $188,308.24 (5499,830,891.00) $499,642,582.76 $1,123,126,016.05 ($1,622,956,907.05)
rand Totals: $0.00 $188,308.24 (5499,830,891.00) $499,642,582.76 $1,123,126,016.05 ($1,622,956,907.05)
user: nws Pages: 1 of 1 Tuesday, May 7, 2024




—
NWERP 2021.1
Detail Purchase Order Encumbrance Reconciliation Report
Budget Balances: Annual Prior Year Purchase Orders: Include
Report as of Date: 12/31/2023 / \
YTD G/L Budget - YTD YTD PO Encumbrance
Amended Budget YTD Expenses Encumbrances Exp/Enc Encumbrances Difference
F?d: 101 General Test
epartment: No Department Agsigned
1234 Dummy Account $0.00 $104,598.00 $62,760.00 ($167,358.00) $22,426,750.27 ($22,363,990.27) ]

Purchase Order G/L Date Item Description Item Amount Distribution Expensed Encumbered
2020-00000058 6/3/2020 Item 1 Not Inventory - Here's a really $100.00 100.00% $0.00 $100.00

long description to extend the length

of the PO
2020-00000058 6/3/2020 Item 1 Not Inventory - Here's a really $1,000.00 100.00% $0.00 $1,000.00

long description to extend the length

of the PO
2020-00000058 6/3/2020 Item 1 Not Inventory - Here's a really $1,000.00 100.00% $0.00 $1,000.00

long description to extend the length

of the PO
2020-00000058 6/3/2020 Item 1 Not Inventory - Here's a really $1,000.00 100.00% $0.00 $1,000.00

long description to extend the length

of the PO
2020-00000058 6/3/2020 Item 1 Not Inventory - Here's a really $1,000.00 100.00% $0.00 $1,000.00

long description to extend the length

Total Encumbrance for each g/l account number is detailed by the open POs.
Encurndrance

Balanees %o
Open



Purchase Order numbers are clickable for access to Purchase Order Inquiry

4 4 1 of7 b Pl @ Find | Next B~ & Send to myReports

NWERP 2021.1
. T
Detail Purchase Order Encumbrance Reconciliation Report
Budget Balances: Annual Prior Year Purchase Orders: Include
Report as of Date: 5/5/2024
YTD GIL Budget - YTD YTD PO Encumbrance
Amended Budget YTD Expenses Encumbrances Exp/Enc Encumbrances Difference
Fund: 101 General Test
Department: No Department Assigned e new world ERP - GooQIe Chrome = O X
1234 Dummy Account $100.00 - 2 .
» 2% trovmebase01.corp.tylertechnologies.com/nwerp/LogosSuite/Com... &
Purchase Order G/L Date Iltem Descnpuon Itel
2020-00000022 3/4/2020 Bridges & trails -
2020-00000023 3/4/2020 1 inventory item General v
2020-00000033 3/12/2020 39 0
2020-00000039 3/23/2020 Item A General
2022-00000024 3/22/2022 Item 1 Not Inventory Department  Finance.Financial Services
2022-00000024 3/22/2022 Item 1 Not Inventory Vendor 1 - A & M BUSINESS INTERIOR SERVICE, Name Changed Again
2022-00000024 3/22/2022 Item 1 Not Inventory Status Open
2020-00000052 5/7/2020 Item A 521& Contact Name Boris Pavlovic
2020-00000056 5/22/2020  ItemA Purchasing Address 123 Main Stt
I 2020-00000059 6/4/2020 Item 1 Not Inventory Second Line
2020-00000058 6/3/2020 Item 1 Not Inventory - Here's a really Third Line
Iong description to extend the Iengtn :
of the PO City TROY
2020-00000058 6/3/2020 Item 1 Not Inventory - Here's a really State MI
long description to extend the length Zip Code 48098
of the PO . R M
2020-00000058 6/3/2020 Item 1 Not Inventory - Here's a really 4 4
long description to extend the length
of the PO
2020-00000058 6/3/2020 Item 1 Not Inventory - Here's a really $1,000.00 100.00% $0.00 $1,000.00
Iong description to extend the lengln
of the PO
2020-00000058 6/3/2020 Item 1 Not Inventory - Here's a really $1,000.00 100.00% $0.00 $1,000.00




The Open Purchase Orders should balance to the G/L encumbered
amounts by G/L accounts.

ERcurnbrance
Balaneses %o
Open



Balancing Accounts Payable to General Ledger

Reports to Run

Accounts Payable Sub-Ledger Reports
Accounts Payable Invoice Aging Report
Accounts Payable Invoice Report (Open Invoices)

General Ledger Reports
Crossfund G/L Reports
Other Balance Sheet Reports

Balancing AP to
G/L



Accounts Payable Invoice Aging Report:

1- Report through the period end date
2- Report By: A/P Account — Invoice
3- Include Voided Invoices

% new world =«
L ]

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maint

Accounts Payable Invoice Aging Report

Distribution Growp
Email Group

vermide Repon Tite

Report through Date 03312007 5

Date Type Im

Repon By [A/® Account - Invoice

The total for all open invoices
should match the cross-fund

report for the default accounts
st S e € e e payable account accrual
Ol balance.

1234 - Tast Bank
D Agency - CD Agency Leave

¥ |cD Block Grant - €D Block Grane
ety Balancing AP to
(018 - Contractors Licensing

Economic Dev - Economic Developraeat

Operating - Operating Fund - Oid
4 Payroll - Payroll Fund G L

Dwsemll ©y , Dweesll Chgalans Sas

[ Priot | Reset J Save | Save s ] Dvivie |



The invoice numbers on the Invoice Aging Report and Open Invoice Report will
access the Inquiry page for each.

Accounts Payable Invoice Aging Report
Through Invoice Date 05/05/24
Report By A/P Account - Invoice

I :—

Invoice Number Over90  61-90days  31- 60 Days 23 trovmebase01.corp.tylertechnologies.com/nwerp/LogosSuite/CommonPages/ModalDia... &
A/P Account 101.2002 - Accounts Payable
Vendor Temporary - RENOVATE REMODELING LLC, KAREN g -~
1118 35.00 Invoice 2019-00000381 v
Vendor Temporary - RENOVATE $35.00 — $0.00
i 1 e et invoice Bt Payment Information
‘endor 1 - » Name ange gain
2019-00000381 1.00 Batch Department FIN_FIN - Finance_Financial Services Bank Account Operating
2019-00000383 1.00 Batch Date 07/22/2019 Payment Type
;g;g'ggggg%; l-g; Batch Number 2019-00000518 Peyment Number
2020-00000108 55:00 Batch Description  Global Search for Open AP Invoice Payment Date
2020-00000125 12,000.00 Created by User nws )
Vendor 1 - A & M BUSINESS INTERIOR $12,058.57 $0.00 $0.00 | . Confirming EFT
SERVICE , Name Changed Again Totals nvoice Manual Check
Vendor 2 - CITY OF APPLE VALLEY
Status = Open Check Sort Code
2019-00000442 1.00
2020-00000082 1.00 Invoice Department  FIN_FIN - Finance_Financial Services Check Code
1121 100.00 Invoice Number 2019-00000381 0
2021-00000253 1,222.00 e e i (T s Remittance Information
2022-00000151 1.00 nvoice Description obal Search for Open nvoices
Vendor 1 - A & M BUSINESS INTERIOR SE
2022-00000152 1.00 Invoice Date 07/22/2019 g
- Contact Name i i
2022 00000153 1.00 Due Date 07/22/2019 Boris Pavlovic
2022-0000015:¢ 1.00 Description
202200000155 1.00 G/L Date  07/22/2019
2022-00000156 1.00 Received Date Address 123 Main Stt
2022-00000157 1.00 T Second Line
2022-00000158 1.00 o »
Third Line
2022-00000159 1.00 Hold Payment Reason
2022-00000160 1.00 TROY, M1 48098 v
2022-00000161 1.00 S T
T Y 4 »
v " BBA - BrooklymBridge Alliance v



Balancing Open A/R Invoices to General Ledger

Reports to Run:

Miscellaneous Billing

> Open Invoice Report
> G/L Distribution Report

General Ledger

»  Cross Fund Report
»  Other balance Sheet Reports — e.g.- Detail General Ledger Report

Balancing AR to
G/L



Balancing Open A/R Invoices to General Ledger

Miscellaneous Billing Open Invoice Report

Select the Report through date
Select relevant criteria from tabs.

Miscellaneous Billing Open Invoice Report

v Distribution Group v @
verride Report Title Email Group v E
Report Date | 12/31/2023 [ Report By | A/R Account - Invoice
Use Date Type | Transaction Date v Include Billing Code Detail O

Customer  [J
Customer v
Customer Categories v
Available Customer Categories: 0 Selected Customer Categories: 1
a [Unspecified] =
>
»
«
4

Balancing AR to
General Ledger



Balancing Open A/R Invoices to General Ledger

MB Open Invoice Report

Miscellaneous Billing
As of 12/31/23
Report By Accounts Receivable Account - Invoice

nvoice Customer Invoice Date G/L Date Due Date Resolution Date Invoice Amount Late Fees  Finance Charges Payments Balance

\/R Account 101.1300.01 - Accounts Receivable Miscellaneous Billing

!023-00000003 1 - GENERAL SHEET METAL CO 01/13/2023 01/13/2023 02/10/2023 1.00 .00 .00 1.00
LLC, BRENDA

023-00000003 2 - PUCK HOGS - KEVIN 06/26/2023 06/26/2023 06/26/2023 1.00 .00 .00 1.00
BORER,

:023-00000004 3 - 1ST LINE/LEEWES 06/26/2023 06/26/2023 06/26/2023 1.00 .00 .00 1.00
VENTURES, LLC, ROSANNE

!023-00000004 7794 - 001 Mahoney, Sam 04/24/2023 04/24/2023 05/24/2023 1,083.75 .00 .00 1,083.75

!023-00000005 2 - PUCK HOGS - KEVIN 04/20/2023 04/20/2023 04/20/2023 1.00 .00 .00 1.00
BORER,

023-00000007 1 - GENERAL SHEET METAL CO 06/26/2023 06/26/2023 06/26/2023 1.00 .00 .00 1.00
LLC, BRENDA

!023-00000008 2 - PUCK HOGS - KEVIN 06/26/2023 06/26/2023 06/26/2023 1.00 .00 .00 1.00
BORER,

!023-00000009 3 - 1ST LINE/LEEWES 06/26/2023 06/26/2023 06/26/2023 1.00 .00 .00 1.00
VENTURES, LLC, ROSANNE

!023-00000010 1 - GENERAL SHEET METAL CO 06/26/2023 06/26/2023 06/26/2023 1.00 .00 .00 1.00
LLC, BRENDA

!023-00000011 2 - PUCK HOGS - KEVIN 06/26/2023 06/26/2023 06/26/2023 1.00 .00 .00 1.00
BORER,

1023-00000012 3 - 1ST LINE/LEEWES 06/26/2023 06/26/2023 06/26/2023 1.00 .00 .00 1.00
VENTURES, LLC, ROSANNE

!023-00000013 1 - GENERAL SHEET METAL CO 06/27/2023 06/27/2023 06/27/2023 30.00 .00 .00 30.00
LLC, BRENDA

!023-00000014 35 - VIKING INDUSTRIAL 06/29/2023 06/29/2023 06/29/2023 1.00 .00 .00 1.00
CENTER, JAMES T

!023-00000025 5 - CITY OF OSSEO, 10/19/2023 10/19/2023 10/31/2023 2,000.00 .00 .00 2,000.00

023-00000026 7802 - NSF Customer 1, 12/01/2023 12/01/2023 12/31/2023 3.00 .00 .00 3.00

MP-26 338 - HOLIDAY GAS, 09/18/2019  09/27/2019 09/27/2019 15.00 .90 .00 15.90

MP-98 26 - PARK CENTER HIGH 07/01/2021 07/01/2021 08/01/2021 100.00 .00 .00 100.00
SCHOOL,

MP-99 26 - PARK CENTER HIGH 07/01/2021 07/01/2021 08/01/2021 100.00 .00 .00 100.00

UL, | |
A/R Account 101.1300.01 - Accounts Receivable  G/L Balance as of 12/31/23 $157,006.75 1,141,509.31 132.90 $0.00 $1,141.642.81

iscellaneous Billing l0tals
\/R Account 101.1400 - Due from Other Governments

Note that this will show
totals by account by fund.
If different A/R accounts
are used, consider running
this report by Invoice type
if the Invoice Type
correlates to a default A/R
account

or
Run the Miscellaneous
Billing by G/L Distribution
Report.

Balancing AR to
General Ledger



Balancing Open A/R Invoices to General Ledger

Balance the Accounts Receivable balance to the general ledger using the Cross Fund
Report or the Detail General Ledger Report.

The Accounts Receivable balance should balance by period by account.

Balancing MB to
G/L



Creating Report Templates




Saving Report Templates

When is this useful?

* When recreating reports with specific search criteria. This allows the
standardization of the report’s results and saves time.

* When an upper-level manager would like others to use a standardized format. They
can share the template with all other users.
 For example — Budget worksheet report during annual budget process.




Saving Report Templates

How do | save a

Load Saved Report v Distribution Group v @

te m p I ate fO r Override Report Title Email Group v

I a te r U S e ? Report Option | Fiscal-Year-to-Date v Organization Level Usage  Summarize to v
Report from Date | 04/27/2023 m Organization Level  Department v
Report to Date | 04/27/2024 m Prior Year Balances  Year-to-Date v
Budget Balances  Year-to-Date v Page Break Level  Department v
Account Type  Expense Vv Include Accounts With Zero Balances [
Sort by Account Type Prior Fiscal Year Activity | Include v
Subtotal by Classification 1 v Rollup Account  Exclude v

Include Unposted Transactions

Account Classifications v

Available Account Classification(s): 0 Selected Account Classification(s): 27
a Expense Classification 1 - 1 - - - Position Budgeting a
> , Expense Classification 1 - 10 - INS - Insurance

Expense Classification 1 - 11 - UTIL - Utilities

Expense Classification 1 - 12 - COS - Cost of sales

Expense Classification 1 - 13 - CONF - Conferences and sch:
Expense Classification 1 - 14 - DUES - Dues and subscriptiol
« Expense Classification 1 - 15 - OTH - Other charges

L Expense Classification 1 - 16 - Social Svcs - Social Svcs
Expense Classification 1 - 17 - CON - Contingency
4 Expense Classification 1 - 18 - GFC - General Fund Charges
v N’ Expense Classification 1 - 19 - CG - Central garage v




Saving Report Templates

Budget Performance Report

Load Saved Report

Override Report Title

Report Option | Fiscal-Year-to-Date v
Report from Date  04/27/2023 [
Report to Date | 04/27/2024 [
Budget Balances  Year-to-Date v
Account Type  Expense Vv
Sort by Account Type

Subtotal by Classification 1 v

Available Account Classification(s): 0

v Distribution Group

Email Group

Organization Level Usage  Summarize to v
Organization Level  Department v

Prior Year Balances  Year-to-Date v

Page Break Level  Department v

Include Accounts With Zero Balances (]

Prior Fiscal Year Activity  Include v

Rollup Account  Exclude Vv

Include Unposted Transactions

Account Classifications v

<

<

® B

Selected Account Classification(s): 27

Expense Classification 1 - 1 - - - Position Budgeting
Expense Classification 1 - 10 - INS - Insurance

Expense Classification 1 - 11 - UTIL - Utilities

Expense Classification 1 - 12 - COS - Cost of sales

Expense Classification 1 - 13 - CONF - Conferences and sch
Expense Classification 1 - 14 - DUES - Dues and subscriptiol
Expense Classification 1 - 15 - OTH - Other charges
Expense Classification 1 - 16 - Social Svcs - Social Svcs
Expense Classification 1 - 17 - CON - Contingency

Expense Classification 1 - 18 - GFC - General Fund Charges
Expense Classification 1 - 19 - CG - Central garage

Set up the report
criteria and click
<Save As>.

This will add the
report’s layout to the
Load Saved Report
field.



Saving Report Templates

Save Report m

Report Name Expenses by Department
Share with All Users [ )

ok J Cancel

* Name the report.
* If sharing out the template to all users, click the Share with All Users.



Saving Report Templates

Budget Performance Report

Load Saved Report Expenses by Department v Distribution Group v @

Override Report Title  EXPENSES BY DEPARTM ENT.| Email Group v

-~ A Pl N/ 2 M_oao ’— e _at_ A .. DR [ IR -

Note that if you plan to distribute the report using the Distribution Group field, add an
Override Report Title that will stand out in My Reports.

*As an aside: Any time you want to create a distribution group for secure notes in the
system, you will need to come to a report page like this and create it.*



Saving Report Templates

_print )| schedule | Reset J| save J| savens ] oetete_

<Print>— Generates the report

<Schedule> — If present, allows the report to be scheduled for automatic
creation.

<Reset>— Wipes out changes since last <Save>

<Save> — Saves changes made to the template.

<Save As> — Creates a new template under Load Saved Report.

<Delete> — Removes the template from the list of saved templates.




Deleting Inactive Templates.




General Ledger Listing

Load Saved Report ' EDA Cash Balance - (OFFICE OF THE SECRET) v @ Distribution Group v g
Override Report Title | EDA Bank Account Email Group h E
From Date  12/01/2018 [ @ Include Accounts with No Activity
ToDate 12/31/2018 [ Sub Ledger Detail  [J
Report Detail | Detail v Page Break Level v
Prior Fiscal Year Activity  Exclude v
rganizations v | Accounts v | Sub Ledgers v
Fund Department Division Program Sub-Program test category
v v v v v v

Available Organization(s): 98

101-01-01-1070-101-Test - General Test, Mayor / Council ni a
101-01-01-1072 - General Test, Mayor / Council name, Legi
101-01-01-1077 - General Test, Mayor / Council name, Legi
101-01-05 - General Test, Mayor / Council name, Administr:
101-01-22 - General Test, Mayor / Council name, Property S
101-02 - General Test, test 2nd level org

101-02-02 - General Test, test 2nd level org, Commissions
101-04 -05-1901 - General Test, Administration, Administra:
101-04 -11-1072 - General Test, Administration, Elections, C
101-04 -91 - General Test, Administration, Brooklynk Progra
101-04 -93 - General Test, Administration, Brooklyn Bridge . v

Selected Organization(s): 508

101 - General Test a
101-01 - General Test, Mayor / Council name

101-01-01 - General Test, Mayor / Council name, Legislative
101-01-02 - General Test, Mayor / Council name, Commissit
101-04 - General Test, Administration

101-04 -05 - General Test, Administration, Administrative Se¢
101-04 -06 - General Test, Administration, City Clerk

101-04 -07 - General Test, Administration, Community Outr
101-04 -07-1070 - General Test, Administration, Community
101-04 -07-1072 - General Test, Administration, Community
101-04 -07-1076 - General Test, Administration, Community v

/ 4 »

H

Templates can be
selectively removed
when no longer
needed.



This just in.....

Shared Report Templates left over from inactive users can now be removed by going to
Maintenance > new world ERP Suite > System > System Settings and checking the box

“Hide Inactive User Shared Reports”

Saved Reports

Hide Inactive User Shared [}
Reports



Adding pages to favorites




Adding Pages to MyFavorites

?— Why use the MyFavorites shortcut ?

 Adding pages to MyFavorites eliminates search time when navigating to pages not
frequently used.

* Allows you to create a list of pages most often accessed.

* |tis editable to update a page’s title and the order it is displayed.



Adding Pages to MyFavorites

Under the 9-dot at the top right, locate the Add Favorite icon.

The page you are on will be saved under My Favorites. Navigate to the home page
to update this list.




Adding Pages to MyFavorites

My Favorites
To Edit: Go to My Settings under your Q 25
username avatar. Account Inguiry

FM/Inquiries/InquiryAccount.aspx?fromcrumb=0

Billing - Route Listing
UT/BillingPr uteList.aspx

ce Ro

Scroll down to My Favorites.

Budget Performance Report

Here you will be able to view, edit and delete
your shortcuts. e kbl

Budget Worksheet Report
FM/Reporting/BudgetWorksheetReport.aspx?referrer=BudgetOrg
Department Hours List
HR/HoursEntry/DepartmentHoursList.aspx

ection workers

N porting/BudgetPerformanceReport.aspx?iuifromcrumb=true

imanResources/Em ee/GradeStepMaint/GradeStepEntry.aspx?Gradeld=175



Adding Pages to MyFavorites

Let’s leverage MyFavorites to save time and keystrokes when using
a saved report layout:

 Add the desired report page to Favorites using the Add
Favorites icon.

* Also add MyReports to MyFavorites with the
 Add Favorites icon..

Community

* This will allow you to shortcut to the report page, select the
desired template and print it.

* To print the report, you can simply go to My Favorites to access
MyReports.



Adding Pages to MyFavorites

PRO TIP:

Preface the MyReports shortcut
with Z (under My Settings) to
ensure it is always at the bottom of
the list, and easily accessible.

NWERP 2021.1 Search

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

Account Inquiry

Billing - Route Listing
Budget Performance Report
Budget Performance Report
Budget Worksheet Report
Department Hours List

Grade Step Entry - Test - election workers

v Distribution Group

Email Group

Available Organization(s): 370

102 - July Fund

103 - Demo Bad PO Soft Close

104 - Demo Asset With # Symbol

104-01 - Demo Asset With # Symbol, Mayor / Council nan
104-02 - Demo Asset With # Symbol, test 2nd level org
104-03 - Demo Asset With # Symbol, test

1101 - Test Fund

1101-04 -05 - Test Fund, Administration, Administrative Se
1102 - New Fund

1103 - Another New Fund

1104 - test

(w

(%

« (2

Selected Organization(s): 236

101 - General Test

101-01 - General Test, Mayor / Council name

101-01-01 - General Test, Mayor / Council name, Legislatiy
101-01-01-1070-101-Test - General Test, Mayor / Council
101-01-01-1072 - General Test, Mayor / Council name, Le¢
101-01-01-1077 - General Test, Mayor / Council name, Le¢
101-01-02 - General Test, Mayor / Council name, Commis:
101-01-05 - General Test, Mayor / Council name, Administ
101-01-22 - General Test, Mayor / Council name, Property
101-02 - General Test, test 2nd level org

101-02-02 - General Test, test 2nd level org, Commissions

Organization Level Usage | Summarizeto Vv
Life Events Settings
T T Organization Level | Department v
Open Payment Report
o e v
Payroll Manager { 2020215H-8 ) - Departmental Hours List Prior Year Balances  Year-to-Date
Search Index Page Break Level  Department v
Work Order Listing Include Accounts With Zero Balances [
Z myReports . . y .
. g : o Prior Fiscal Year Activity | Include Vv
Subtotal by Classification | 1 v Rollup Account | Exclude v
Include Unposted Transactions
Fund Department Division Program Sub-Program test category
v v v v v

[ print | Scheduie J| Reset I Save J| Save s | Detete



Notification manager




NWERP 2021.1 Search

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

new world ERP Suite d Security

Financial Management P System

Welcome to new world ERP - nws

Human Resources »  Process Manager

Utility Management » Approval Manager
0 m Calendar Community Development  » EENIITTe o4 | Notification Manager .
About new world ERP Chart of Accounts » Notification Administration

CALENDAR M Tu W Th Procurement > I su

< 29 30 1 2 - 4 5 >

0 Events 0 Events 0 Events 0Events Levenue Collection 0 Events 0 Events

Miscellaneous Definitions  »
‘ Arc GIS Server Setup >

NOTIFICATIONS

ADD A NEW EVE Add.ress Certification

v 8

APPROVALS

(] 50




NWERP 2021.1 S Allows users to be notified of activity in any of these
processes.

myFavorites | Financial Management | Human Resources | |

Notification Manager

@ @8‘ Process
e

+ @ Contract Amendment

+ @ Contract Preparation

+ * Employee Status

+ Journal Import

+ ' Permits

+ & Receipt Of Goods

+ B Request for Action

+ & Vendor Change Request
+ O Work Orders



NWERP 2021.1 Search

myFavorites | Financial Management | Human Resou

Step 1 —click on
the process you

% & %9 Process want to create an
|
v event for.

- ‘E‘ Contract Amendment

+ Contract Preparation

+ % Employee Status

+ Journal Import

LR Step 2 — select

+ & Receipt Of Goods Th . . riority | Standard - Standard v
e priorit
. * Request for Action . p y % o —
vailable Event(s): elected Events(s):
+ @ Vendor Change Request aSSIgned to the Contract Amended -
* @ workOrders notification. .
»
(val set 307) -

Refresh

-
4
[ save | Reset J cioze
4



Notification Manager Process Maintenance - Contract Amendment m

Priority | Standard - Standard v

Available Event(s): 1 Selected Events(s): 0
Step 3 — Select the Event(s) that will trigger >
the notification. »
-

4

v

Notification Manager Process Maintenance - Contract Amendment

’ Priority | Standard - Standard v

Step 4 — Select the Criteria that will be . - |

associated with the Event. Contc At oo .
-

Click <Save>, then <Close> -
-




Next, add a rule by
clicking <Add Rule> . NWERP 2021.1 Search

myFavorites | Financial Management | Human Resources | Utility Management | (

Notification Manager

@ @ @‘ Process
[

Contract Amendment

+ @ Contract Preparation

+ % Employee Status

+ Journal Import

+ ’ Permits

+ & Receipt Of Goods

+ * Request for Action

+ 0 Vendor Change Request
+ Q Work Orders

Add Rule \



In the popup window, type the
Rule Name and the Description

Lastly, select the Event(s), Users
to be notified, Employees or
create an email distribution.

Notification Manager Rule Entry X

Rule Name Complete

Descrigtion Notification of Contract Comgletion

Email Addresses

C I i C k <Sa Ve> andrew.dayton@tylertech.com -

e

Email Address Maintenance

Email Address m
[ save | [ Reset




Contract was completed and the notification was immediately routed to my homepage
Notifications tile.

NWERP 2021.1 Search

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance (
Welcome to new world ERP - nws
-~
A Notifications :

Contract Amendment ©® v

Message
NOTIFICATIONS Contract 2020-00000006 was amended.

Contract Amendment 0 v

8 Contract 2020-00000017 was amended.
Notification Date Priority
APPROVALS 05/05/2024 Standard

L Employee Status ® v

Dog, Doodle (3469) employee status changed to 'Inactive’ effective on 4/28/2024 in department Comm Dev/Development Services/Economic Development.
. Notification Date Priority
50 05/02/2024 Standard
REPORTS
O  Employee Status ® v

(=]
v Buttski, Abbie D (3409) employee status changed to 'Inactive’ effective on 4/26/2024 in department Rec/Recreation Administration.

4 > MAtifinntina Nata Deinss s



Don’t forget to set your notifications options under My Settings.

Email Notification Options
Change email and notification settings

nws@testemail.com

Approvals Notes
@ Always Notify @ Always Notify

O Daily Notify O Daily Notify
O None O None

RESET TID PASSWORD

Notifications

@ Always Notify
O Daily Notify
O None

CANCEL SAVE



Most often used for Vendor Change Request and Request for Action.
Should also be used when when users enter Receipt of Goods for
centralized accounts payable invoice entry.

Who else would benefit?
Anyone who routes a secure note or email to notify another user that

one of these processes has been completed.

These are configurable and expandable.



Search Grid Headers

T Y e |
myTasks & | Validated £+ | Approvals £ | Delivery & P.0. Number &

I_




=] P

Hide Column Sort on Move To Toggle Export Grid State
Chooser Multiple v Group By v
4 L] 3 o =
Hide Filter Hide Column Sort on Advanced Move To Toggle Export Grid State
Chooser Multiple Filter v Group By v




0
I
i

I -ee

Hide Filter Hide Column Sort on Advanced Move To Toggle Export Grid State
Chooser Multiple Filter v Group By v

% NV/ERP2021.1 Search B = (N

myFavoritefl | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

Purchase DJrder List Q show Search

| / .
SLP &HDEBD s
I T = S T S S

-

u u

myTasks

< Oof 1at1 = ENG_ENG - Eng - Bldg.Engineering Edit Standard test



Y a R —
Hide Filter Hide Column Sort on Advanced Move To Toggle Export Grid State
Chooser Multiple Filter v Group By v

Purchase Order List Q show Search

SLYSEHPHDD st
o

myTasks £ | Validated

u u




Y a R —
Hide Filter Hide Column Sort on Advanced Move To Toggle Export Grid State
Chooser Multiple Filter v Group By v

Q Show Search

Purchase Order List

9 Y OSSR @\@ List

u u




-

| Column Chooser ‘

Hide myTasks
Hide Validated

Hide  Approvals

Column Chooser allows you to select the

Hide  Delivery .
columns to hide/show.

Hide  Department
Hide  P.O. Number
Hide Type

Hide  Description

Show Vendor

Show Amount
Show Assigned to Buyer

Hide  Attachments v

sonty || ool



Y

Hide Filter

Hide

Column
Chooser

Sort on
Multiple

S—.

Advanced Move To
Filter v

Toggle
Group By

-

Export

Il

Grid State

v




4

Sort by

Sort by

Sort by

Sort by

Sort by

Sort by

Sort by

Sort by

Sort by

Sort by

Sort on Multiple

Approvals
myTasks
Validated
Department
P.O. Number
Type
Description
Attachments
Vendor
Amount

Assigned to Buyer

Cooon I omes”

The X to the right will remove the sort for that
column.

Clicking Sort by will allow that field to be sorted.



LY SSDEDBD List
W \Te A Y A Y A W W Y




The column sorting tool
can be removed easily
with the Sort on Multiple
Feature.

Sort on Multiple

4 Approvals
1 ) Validated
1) Department

3 P.O. Number

Q000 0 0

* Type

Sort by myTasks

Sort by Description




Y

Hide Filter

Hide

Column
Chooser

Sort on
Multiple

Advanced
Filter

H

Move To
v

Toggle
Group By

-

Export

Il

Grid State

v




|
| ADVANCED FILTER X

A

Show records matching ALL v of the following criteria

Add Clear ALL

Department v [starts with V‘ L
e contains

Contains
Equals
Does not equal

|

Does not contain

BRI 08




Alternatively, you can select the filter icon in the filter Department
row to create a filter.

S 7

u

Clear Filter

13

1>

[=]

=

Starts with

Ends with
Contains

Does not contain
Equals

Does not equal

Advanced

‘>Cha|
heer

Serv

Entr

- Ch.




0
I
i

I _-Ee

Hide Filter Hide Column Sort on Advanced Move To Toggle Export Grid State
Chooser Multiple Filter v Group By v

Q Show Search

Purchase Order List
9S4 Y OSHDY @\@ List

&

myTasks




Y

Hide Filter Hide Column Sort on Advanced
Chooser Multiple Filter

Move To
v

Allows you to group items on the page by a column.

Toggle
Group By

R o

Export

Grid State

v




~— —

Purchase Order List Q show Search

I9ILYPBDEDD List

Drag a column here or select columns to Group By

Department t

=  Department: ADM_ADM - Admin Name - Changed.Administrative Services - Change (2)
v Approved =1 2024-00000005 ADM_ADM - Admin Name - Changed.... Standard test ERE

Oof Tat1 =] Edit ADM_ADM - Admin Name - Changed.... Standard test f ;]

=  Department: ADM_COM - Admin Name - Changed.Communications (1)
Oof1at1 i= Edit ADM_COM - Admin Name - Changed.... Standard test PO -— ;I

= Department: ADM_LOS - Admin Name - Changed.Loss Control (1)
v 1of1at3 = Edit ADM_LOS - Admin Name - Changed.L... Standard test approval vislble —‘ ;I

=  Department: ENG_ENG - Eng - Bldg.Engineering (8)

This Purchase Order List page has been sorted by originating department.




4 L J s =
Hide Filter Hide Column Sort on Advanced Move To Toggle Export Grid State
Chooser Multiple Filter v Group By v
w
Export Options m
Export Type

Can export all or the current page

@ All Pages () Current Page
to Excel.

Export Format

@ Excel Workbook (*.xIsx) () Excel 97-2003 Workbook (*.xIs)




Hide Filter Hide Column Sort on Advanced Move To Toggle Export Grid State
Chooser Multiple Filter v Group By v

Once a page has been configured, it can be saved with Save _u

Settings. -
Conversely, the changes can be removed with Reset to

Defaults. :

I

Export Grid State
v

Save Settings

Reset to Defaults
Jle






Housekeeping tips for Inactivating Users

Why do we inactivate Users?

Why can’t we just delete them?

What should we do after inactivating the user?




How do | inactivate a User?

NWERP 2021.1 Search

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

- Financial Management » > - i
User List g System User-Based Security
: ) Human Resources » Process Manager Roles
Login ID &+ | Email Address B
Utility Management » Approval Manager Security Templates
Community Development » Notifications » User Defined Fields
nws?2 nws2 nws@tylertech.com v About new world ERP Chart of Accounts »  User Defined Mass Update
Procurement » Field-Level Security
Banks Change Request Type

Navigate here and click on the Login ID.



NWERP 2021.1

Search

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | M

User List

User - nws2

General v

Login
Update Tyler Identity User
Tyler Identity User
Name
Default Company
Email Address
Employee Number
Active

Licenses
Community Development
Financial Management
Human Resources
Utility Management
myCommunity Mobile

mylnspections

nws2

NWERP 2021.1

Uncheck

. the

Active
box

nws@tylertech.com

(<)

(A< J<|

(4

O

=3 | Reset | permissions Copy to New User | Copy to Existing User



Now that they are inactive, what else should | do?

* Whereas they will be removed from Process Manager and User-Based Security
reporting, they will still show when updating Security Templates.

* Remove the Security Templates from the user to save time when updating
templates in the future.




? QUESTIONS ?




FM Useful Practices and Handy Tips

You? feedback is important

Please complete the session survey via the mobile app
We read every submission

We use your input to guide content for future sessions and
to improve our presentations

CONNECT 2’;)




