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*Disclaimer:  In the following documentation, dates, screen captures and data are not necessarily reflective of the current year. Settings will vary by district.

Overview
MUNIS maintains audit history for critical processes and tables within the system.  It is important to keep audit information until all functions in a process are completed or until an audit trail for the change is no longer necessary.  Audit files are especially useful in researching system activity. 
As part of using and managing the MUNIS database, efforts must be made to keep only necessary information in the audit files.  Purging audit files containing stale information will:
· Decrease the time required to perform updates to the MUNIS database.
· Minimize the size of the database and, therefore, hard disk utilization.
· Improve the efficiency and operation of the MUNIS application.
· Reduce time required to perform backups and database refresh
[bookmark: _Toc179170206]SCHEDULING AUDIT FILE PURGES
Each district should develop a schedule for regularly purging stale information from audit files.  Review the information maintained in each audit file to establish when it is appropriate to delete records from that file.
Before purging audit files, carefully review the records selected for deletion.  It may be advantageous to maintain a spool file or a printed report of deleted information for a period of time.  Carefully consider the impact purging these files may have in all related areas within MUNIS.
[bookmark: _Toc372520023][bookmark: _Toc380478448][bookmark: _Toc380570937][bookmark: _Toc179170207]

ACCOUNTS PAYABLE
[bookmark: _Toc372520024][bookmark: _Toc380478449][bookmark: _Toc380570938][bookmark: _Toc179170208]Vendor Audit File
This file contains an audit trail of any changes (add, delete, update) made to the Vendor File.  The Vendor Audit List/Purge function can be used to report on and/or purge vendor changes.  The information contained in this program can be useful in conducting detailed research into vendor records.
To Access the Vendor Audit File, Select: 
· Financial > Accounts Payable > Vendor Processing > Vendor Audit List

The following screen is displayed:
[image: ]
· Note: The Purge button appears if the permission option “Maintain audit records” in Accounts Payable found in User ID Permissions and Parameters program is set.

1. Select Define.
2. Enter the Date range for selecting audit file records.  A range of Vendor Numbers may also be entered to limit the records returned. 
3. If you wish to keep a printed or saved report of the “change” records” report select Print or Text File. Once purged this information will no longer be available.
4. If the active set of audit file records is no longer needed, select Purge to delete the records.  Only Audit File records selected by using Define are deleted.
[bookmark: _Toc179170209]

GENERAL LEDGER
[bookmark: _Toc372520028][bookmark: _Toc380478453][bookmark: _Toc380570942][bookmark: _Toc179170210]Account Audit
The Account Audit program contains changes made to any accounts from the following functions:
· Account Master
· Account Mass Change/Reset
· Account Mass Creation 
· Change General Ledger Account Code
The information contained in this table can be used to verify when and by whom an account was added, deleted or changed.  It can also be used to track down when problems or inconsistencies occurred.  This function is also used to purge account audit records.  This file should be purged ONLY when historical information is no longer needed.
To Access the Account File Audit, Select:
	
· Financials > General Ledger Menu > Set-Up/Chart of Accounts Menu > Account Audit

The following screen is displayed:
[image: ]
· Note: The Purge button will appear if the permission options “General maintenance on accounts” and “Amount maintenance on accounts” in General Ledger contained within the Role Maintenance program.
1. Select Define
2. Optionally enter a range of Account Numbers (Org is required, Object and Project codes are optional) to limit accounts for deletion.  Enter a Date Range for selecting audit file records
3. If you wish to keep a printed or saved report of the “change” records” report select Print or Text File. Once purged this information will no longer be available.
4.  If the active set of audit file records is no longer needed, select Purge to delete the records.  Only Audit File records selected by using Define are deleted.
[bookmark: _Toc179170211]Budget
[bookmark: _Toc179170212]Define/Start Budget Projection
The Budget preparation module typically contains one or more budget projections used to prepare the budget each fiscal year.  Upon performing the Budget Completion Journal, the budgets are recorded in the GL Master File.  Nearly all MUNIS reports, with the exception of the Next Year Budget Reports, utilize the budgets contained in the GL Master File.
To Access the Budget Projections, Select:

· Financials > Budget Processing > Define/Start Budget Projection
The following screen is displayed:
[image: ]
1. Select the Search icon and click Accept to select all projections.
2. Move through each of the projections and, select the Delete icon to delete the current projection. If you wish to keep a printed or saved report of this projection select Print or Text File. Once purged this information will no longer be available.
3. The program will prompt to confirm this deletion.  
[bookmark: _Toc179170213]PAYROLL
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The Employee Audit File contains information on changes (including creation and deletion) to the employee master file, employee deduction file, employee recurring pay file, and master auxiliary files.  The Employee Detail History function is used to review changes to employee files or master auxiliary files (using the Find Auxiliary button).  This information can be used to verify when and by whom an employee or master auxiliary file was changed and is also used to purge employee audit records.
NOTE:	The Find Auxiliary button command retrieves changes to master auxiliary files regardless of whether an employee record is displayed.  It is a record of changes to ALL auxiliary master files.

To Access the Employee Audit File, Select:

· Human Resources/Payroll > Employee Maintenance > Employee Detail History

1. Select the Detail button.  The Employee Detail Data Options screen is displayed. [image: ]
2. [bookmark: _GoBack]Select Audit History and click the OK button. [image: ]


The following screen is displayed:
[image: ]
3. Select Search and enter the appropriate selection criteria to return the desired records.  This may typically be a date range such as “< 01012010”.
4. Select Print or Text File to create a printed or electronic archive of the audit records.  Note: This step must be performed in order to purge the data.
5. If the selected audit records are no longer needed, select Delete to purge all selected Employee Change audit records.  A message appears confirming the purge.
6. Select the Find Auxiliary button and enter the appropriate selection criteria to return the desired records.  This may typically be a date range such as “<01012010”.
7. Select Print or Text File to review and retain a printed or electronic copy of the selected audit records.  Note: This step must be performed in order to purge the data.
8. If the selected audit records are no longer needed, select Delete to purge all selected Employee Change audit records.  A message will appear to confirm the purge.
[bookmark: _Toc179170215]
Payroll Period Summary Files
The Payroll Period Summary Files contain employee and payroll information at the time a payroll is generated.  This information is used during the payroll process and subsequently written to employee history files once the Employee Update is performed.
The Payroll Start/Status function is used to initiate a payroll, track the status of the payroll, and define parameters of the payroll (run type, check date, start/end dates etc.).  This program is used to purge payroll processing audit files. 
NOTE:	The Payroll Period Summary Files quickly become the largest files in the database and increase processing time of future payrolls if not purged on a periodic basis.
NOTE:	Removing a completed payroll from the Payroll Period Summary Files does not remove the history associated with the payroll.  Employee payroll information is retained in appropriate history files when the Employee Update is performed.

To Access the Payroll Period Summary File, Select:

· Human Resources/Payroll > Payroll Processing >Payroll Start/Status
The following screen is displayed:
[image: ]
To purge a payroll & associated period files:
1. Select Search and enter the appropriate selection criteria.  It is best to select a group of payrolls that will all be purged such as using a check date range (e.g. “<01012008”) or Fiscal Year range (“<2008”).
2. In order to delete a payroll and the associated period summary files, the Complete box must be checked.  The complete box is checked once all Required steps are performed.  If all required steps have not been performed (a Green triangle appears to the left of Processing Step) you can either perform this step or simply eliminate the requirement for this payroll.  To eliminate the requirement select Update and click the box in the Required column to turn off the option.
3. If the payroll is complete and will no longer be needed for audit purposes, select Delete to purge the Payroll Period Summary record.
4. Continue moving through the payrolls purging them until all have been purged.

Note:	If a Required step appears each payroll and is no longer required by your District, you may change the setting so it is no longer required.  The required steps may be changed by going to Payroll Setup, Payroll Settings, Browse, select the Run Control button then select the Processing Jobs tab and change the required steps for each payroll run type.
[bookmark: _Toc179170216]Global Audit
The Payroll Global Audit File maintains a history of steps performed during a payroll run. The audit file maintains the program, the MUNIS user who ran the program and the date and time the program was run. This feature can be used to perform research on tasks within a payroll.
To Access the Global Audit File, Select:

· Human Resources/Payroll > Payroll > Payroll Administration > Global Audit Inquiry

The following screen is displayed:
[image: ]
1. Select Search and specify selection criteria (typically a date range “<01012006”).
2. You must Print or save a Text File of the audit history prior to purging the information.
3. Select Delete to purge the selected Global Audit records.  A warning message will appear confirming the purge.
6
image1.png
a 0 7 X

Vendor Audit List - Munis [KDE]

a2} B & Deﬁneo

"5’ HOME
©@Qi+7xr@s
El I
Accept Cancel | Search Add Updale print freel B atacn N B |Purge |
@ L} o] (]
Confirm Search Actions Output | Office Tools Menu
Vendor range: o
Date range: =3 =





image2.png
"c.j"' HOME
© 0

Accept Cancel Searth

Confim

Browse
(& Query Builder

search

‘Account Audit - Munis [KDE]

+7X@2E3
Add Update Print @ Excel G

Adtions output | Office

Accountrange From
To
Date range

B
Attach

Tools

Define
Purge

Menu




image3.png
Define/

+ —I Xpelete Bw Gen Import
© BEror Email & Master  Copy Text
Add Update Print E
Duplicate 2 Preview Schedule Proj Dates B More.
Confim Search Actions output office Menu
Projection number Budget year
Description
Ceiling percent
Created from projection
Gurrent access level
Budget type
Budget years to view [ ]

Include projection in budget cube data.

Account status
Fund Type

W nclude budgetcetal Bucget amourts 0 use
Inciude asset o be replaced Opus Opus
I Owinus Owinus

O Average O verage

W Include cash accounts
W Selective account inclusion
W Exclude temporary budget amendments.

Budgetary type

Additional percentage





image4.png
..5’ Employee Detail History - Munis [KDE]
HOME

° @ Q =|Browse I 7- X Delete I Text file B word BINotes [F Audit Detail o
uery Builder € Global- PDF Email NNotify [ Maplink-|
Accept Cancel Search Bavery Add Update v B e 3 attach NOTY " Return
% Duplicate &Prenew @ Schedule O Alerts-
Confirm Search Actions Output Office Tools Menu

‘ Employee  SSN Last Name First Name [ Suffix

Active Status
Job Class





image5.tmp
Options

Choose an option:

Deduction and Pay History
Time Entry History
Substitute Activity

Audit History

Retro Pay History
Adv Retro Pay History
< >





image6.png
G HOME
o @ Q Browse. + X Delete 8 I Text file [}
[ Query Bui € Global HEror o]

Accept Cancel Search Add Update print Excel
Duplicate [& Preview @ schedule
Confirm Search Actions Output Office
Employee SSN Last Name First Name M

Code

Addl code
Feld [
Old value

New value

Attach

Payroll Master File Audit - Munis [KDE]

BINotes

Notify

Tools

[E Audit
£ Maplink
O rlerts-

Find Auxiliary o

Menu

Return




image7.png
-{'.h HOME

o @ Q [@Query Builder

Add

@ X Delete B EbTexme m B word
Update

€ Global Email
Accept Cancel Search e @
Duplicate & Preview EI Schedule
Confirm Search Actions Output Office
Run Type Warrant
‘ 1-REGULAR SEMIMONTHLY PAYROLL 22916 Complete
Start End Check Date End Of Accrual Year Fiscal Year
0212972016 2 021292016 £ 021292016 | [} 2016

Required

Required
¥ [ D Generate Earnings and Deductions [ Check Register
Balance Worksheet ] Deduction Report
Earnings and Deductions 0 ¥ [ D Detail Distribution Report
Vendor Processing v D GL Distribution Journal
D _Earnings and Deductions Proof ¥ [ D Detail State and Local Taxes
D Employee Update ¥ [ D Deductions Report By Type

D _Print Payroll Ad

s

Accrual Activity Report

D_Advice Register and Export

AR Register Update

D Direct Deposit File

Deductions Not Taken

NN N NN

Print Payroll Checks

\ttach

Payroll start and status -

BINotes
S\ Notify

Tools

Audit
- Maplink
O rlerts-

Munis [KDE]

Start

Groups

Change Refresh

Users

Menu

o

Return




image8.png
.{3,' Global Audit Inquiry - Munis [KDE]
HOME

° @ 7 X Delete I Text file B word B Notes Audit Text o
= Build Global- | 1= PDF Email N Notify E Maplink-
Accept Cancel Search B Query Buiider 4y Update © P print B Excel EBEmail o, MNotity £ Mapii Return
% Duplicate [& Preview [@ Schedule © Alerts-
Confirm Search Actions. Output Office Tools Menu
Date Time Run ‘Warrant User

Audit Text





