
KY Cloud First Login and Setup
Overview
This document describes the process to initially login to Munis in the Cloud and how to setup a desktop icon for quicker/easier access in the future.  This document is based upon Munis V11.2.

Connecting to the Cloud
The Munis Cloud is accessed through your web browser.  Internet Explorer version 11 is recommended.  To connect to the Munis Cloud click on the following link:

http://aspdashboard.tylertech.com/default.aspx

If your default browser is not Internet Explorer 11, you will need to manually open IE and paste the link above.  If you are unable to do this, contact your CIO for assistance.

Upon connecting to the web site, the following pane appears requesting login:
[image: ]
Login/Password
The login ID will incorporate a “datacenter\” followed by a 4 digit Munis customer number, the first letter of your first name and the first 3 (possibly 4) characters of your last name.  When you first login the use of “datacenter” is not required, however it will be used on Windows Security screens. Note: There will be some variations to this naming convention.

Here are some examples:

Name		RS6000 ID	Munis Cloud ID
John Smith		jsmith	datacenter\1234jsmi
Louise Snarfblatt	louise	datacenter\2345lsna
Chris Weaselton	cweasel	datacenter\3456cwea




The initial password will be provided by the Finance Director or Chief Information Officer.  Upon first login, you will be required to change your password.  Certain rules apply when establishing a password:
[image: ]
· Cannot be a dictionary word
· Must be at least 8 characters in length
· Must have at least 1 upper case letter
· Must have at least 1 digit

After initially establishing a password, you will be prompted to change the password every 90 days.

Note: 	Tyler suggests users do NOT save passwords.  Saving the password allows access to MUNIS without requiring login credentials!

Establishing a Desktop Icon Shortcut
After a successful login, a new pane appears.  If this is the first time logging in, you may wish to create a desktop icon to use as a shortcut to the Munis Cloud.

To create a desktop icon:
· [image: ]Make sure you have initially logged in and see the pane with the option to select the Live, Training or Test database.
· In the upper left corner of the browser, select File -> Send -> Shortcut to Desktop.  This will create an Internet Explorer icon with a text label of “BC1S2 Login” that may look like this: 
· Locate the icon, right click it and select Rename
· Enter the text “Munis Cloud”

Next time you connect to the Munis Cloud you can simply double click the desktop icon.

Live, Train and Test Databases
After successful login, the following pane appears:[image: ]



[bookmark: _GoBack]Notice that you have access to 3 different databases Live, Training and Test available.

· Live is the production database used for day-to-day work.
· Training is to learn new functionality or try different processes prior to using them in Live.
· [image: ]Test is used to test new Munis functionality or versions prior to migrating the functionality to the Live/Training databases.

Selecting one of these options presents a Windows Security   “Connect to server address.tylertech.com” or similar pane requesting an additional login.  Use of “datacenter” before your login is required on this step for example “datacenter\1234jsmi”.  This login is presented to ensure you access only the databases for your district.





After successful login the following Munis Dashboard is presented:
[image: ]

If this is the first time you are accessing the Dashboard or are still new to the Dashboard, please review the Munis Dashboard Navigation document.






Logging Out of Munis
To logout of Munis, click the user info drop down and select Sign Out.  


[image: ]


If you do, close this tab as well as well as any other tabs that remain open.
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