
FREQUENTLY ASKED QUESTIONS 

1. Question: Why do revenue headings show on YTD Budget expense reports? 
Answer: Uncheck “Print Revenues-Version” headings when creating a report. 

 

 
2. Question: How do I get a current cash balance? 

Answer: Search for Fund and Object 100000 in Account Inquiry 
 

 
 

3. Question: When will my requested requisition be converted to a PO? 
Answer: Requisitions are approved and converted typically first thing in the morning, around 
lunch time and at the end of the day. 

 
 



4. Question: How can I get history on receipts I receive from certain customers? 
Answer: Request a customer number by emailing munis@co.union.oh.us.  Customers can be 
viewed in customer central. 
 

5. Question: How do I search for a receipt? 
Answer: Go to General Revenues > Accounts Receivable > Receipt Inquiry 
You can search for any available field. 

 
 

6. Question: How do I remove extra codes that I do not use? 
Answer: Complete the Munis Inactivation form and email it to munis@co.union.oh.us 

 
7. Question: Is there a way to edit descriptions, add vendors or customers? 

Answer: Yes, please email munis@co.union.oh.us with any updates or changes. 
 

8. Question: How can I tell if an invoice was attached as support in TCM? 

Answer: The number of attachments will show on the Attach option in invoice entry.  
 

9. Question: How do I know if an invoice has been rejected? 
Answer: an email notification will be sent with the rejection comment. 

 
10. Question: How do I know if a requisition has been approved or rejected? 

Answer: Requisition rejections and approvals will be sent through my dashboard notifications.   
 

11. Question: How do I know when a budget transfer or amendment is posted? 
Answer: Email munis@co.union.oh.us for confirmation.    

 
12. Question: How do I know if a check has cleared. 
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Answer: Go to Expenditure Central and search for the check.  The status will be either cleared or 
uncleared. 

 
 

 


