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P-CARD STATEMENT PROCESSING
MUNIS v2018.1

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

1. Once you login, click the “waffle” on the top right menu ribbon and then the “Tumbling T’s”
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2. Open the Purchase Card Statements Program

“D Financials » Accounts Payable » Invoice Processing P> Purchase Cards P Purchase Card
Statements

3. Click Search and enter the ‘Name on Card’ and Accept o
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% Tyler Hub - Munis Landing Page X ‘E-' Purchase Card Statements VISAL X <

C & hitps//bisapp.vusd.org/gaswatrain/ua/r/mugwc/appcstmt

Purchase Card Statements VISALIA UNIFIED SCHOOL DISTRICT
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Card number
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GL effective date &8
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Total
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4. Click “Transactions” button on the menu ribbon. This will open the Transactions window.

&

% Tyler Hub - Munis Landing Page X

‘5‘. Purchase Card Statements VISAL X +

@ https://bisapp.vusd.org/gaswatrain/ua/r/mugwc/appcstmt

E::‘_. Purchase Card Statements VISALIA UNIFIED SCHOOL DISTRICT
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€ v Q ) r S & O S| Y@ T

Back Accept Search Browse Update Output Print Display PDF Save Aftach Transacti
Statement ID
Statement ID * 1
Card
Cal.d nLInbE' _
Mame on card
Statement Details
Dept 0407 DO - BUSINESS SERVICES
Code 03112019 & Notes = Dispute Comments
Status New -

2019
03/11/2019
03/11/2019 =]
348.80
Transactions
Charge Date lmport Date Vepndor Descnption
01/31/2019 03/11/2019 CASBO MEMBERSHIP ORGANIZATIONS |
m 02/05/2019 03/11/2019 OFFICE DEPOT STATIONERY STORE/SUPPLIES
02/07/2019 03/11/2019 SCHOOL SERVICES OF CALIFO BUSINESS SERVICES -OTHER s
3
Workflow
My Approvals Approve Reject Forward Hold Approvers
« < 1of3 b »

TIP: In addition to clicking the “Transactions” button on the menu ribbon, you can also double click
individual transactions on the bottom half of the screen.
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5. Click “Update”. This is where you will make changes to the following fields

a. Charge Description - This is what you currently specify on your Monthly Transaction
Log under “Description of Expense”.

b. Account - This is what you currently specify on your Monthly Transaction Log for the
“Account Number”.

i. This can be split either by % or $ amount.

% Tyler Hub - Munis Landing Page X "-5,- Transactions kjohnson02 % -+

Cc 8@ https://bisapp.vusd.org/gaswatrain/ua/r/mugwc/appecstmt 3 (e] o

";E‘,. Transactions kjohnson02

€ Q )
Back Search Browse Update

Card and Statement

Card number Statement ID 1
Current card holder Statement code 03112019

Name on card

Transaction

- -~
Munis Transaction 1D d Notes & Dispute Comments
Card holder for transaction

Vendor 999097 |... CASBO

Charge description MEMBERSHIP ORGANIZATIONS

Commeodity code MCC code BE
Charge date 01/31/2019

Post date 02/01/2019 Transaction amount

mport date 03/11/2019 Mon-taxable amount

ales tax group

Allocation code
~
PO year/number/line & PO Liquidation
=l .
Document number = Invoice

Last Change

The Status was changed from Pre-Released to Approved by Hernandez. Nathan.

ALLOCATIONS

&« < Tofd ¥ »
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This example is for a flat amount.

% Tyler Hub - Munis Landing Page X "5. Transactions kjohnson(02 X +

C 8 https://bisapp.vusd.org/gaswatrain/ua/r/mugwc/appcstmt W e] o :

Transactions kjohnson02

€ Q 7 "o o
Back Search Browse Update Attach View History
\_ara nolger Tor ransaction _ .
\eodor 399997 CASRO
Charge description MEMBERSHIP ORGANIZATIONS I
Commodity code MCC code
Charge date 01/31/2019
Post date 02/01/2019 Transaction amount
mport date 03/11/2019 Non-taxable amoun
Sales tax group
Allocation code Sales tax
Use tax group
PO year/number/line 2o Liquidation Use tax
Pre-tax subtotal
Document number & Invoice Net amount

Last Change

The Status was changed from Pre-Released to Approved by Hernandez, Nathan.

ALLOCATIONS

PA Ty Project Accoun| T ge ‘ Pescription Percent| Amount  Sales Tax Amount Use Tax Amount
E | 010-00000-0-00000-73000-43000-000-0000-250- [MATERIALS AND SUPPLIES 100.000 50.00 0.00 0.00
3
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This example reflects a % split.

% Tyler Hub - Munis Landing Page X "5. Transactions kjohnson02 X +

C & https://bisapp.vusd.org/gaswatrain/ua/r/mugwc/appcstmt w (e] o H

Transactions kjohnson02

€ Q " 0 o
Back Search Browse Update Attach Allocate  View History
By Code
Lara nolger Tor Iransacuon N
999997 |... STATE OF CA
Charge description meeting supplies
Commeodity code MCC code
Charge date 02/12/2019
Post date 02/13/2019 Transaction amount
mport date 03/11/2019 Mon-taxable amoun
Sales tax group
Allocation code Sales tax
Use tax group
PO year/number/line & PO Liquidation
x subtotal
Document number & Invoice Met amount
Last Change

The Status was changed from Mew to Pre-Released by Johnson, Kyla

ALLOCATIONS
PA Ty Project Accoun|T | Account Description Percent | Amount Sales Tax Amount Use Tax Amount
E 010-00000-0-00000-73000-52000-000-0000-250- TRAVEL AND CONFERENCES 50.000 292.88 0.00 0.00
E 010-00000-0-00000-73000-43000-000-0000-250- MATERIALS AND SUPPLIES 25.000 146.44 0.00 0.00
E 010-00000-0-00000-73000-58000-000-0000-250- PROFESSIONAL/CONSULTING SERVIC  25.000 14644 0.00 0.00
13
&« | < 30f3 > 0»
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This example reflects a split by $ amount. When you use this option, the Percent column is

automatically calculated.

¢ Tyler Hub - Munis Landing Page X '\-5,. Transactions kjohnson(2

C & https://bisapp.vusd.org/gaswatrain/ua/r/mugwc/

Transactions kjohnson02

€ v @ Q

Back Accept Cancel Search Delete
Lara nolger Tor Iransacton
999997 ...

meeting supplies

Vendor

(]

harge description

Commodity code

Charge date 02/12/2019
Post date 02/13/2019
mport date 03/11/2019

Allocation code
PO year/number/line
-
[ Invoice

Document number

Last Change

The Status was changed from New to Pre-Released by Johnson, Kyla

ALLOCATIONS

PA Ty Project Accoun|T | Account

010-00000-0-00000-73000-58000-000-0000-250

« { 3of3 >

E | 010-00000-0-00000-73000-52000-000-0000-2 |..
E | 010-00000-0-00000-73000-43000-000-0000-2 ..
E | 010-00000-0-00000-73000-58000-000-0000-2 |..

STATE OF CA DEPT OF DCSS

& PO Liquidation

Description

TRAVEL AND CONFEREMCE
MATERIALS AND SUPPLIE
PROFESSIONAL/CONSULTI

MCC code

Transaction amount
MNon-taxable amoun

x subtotal
mount

Percent| Amount | Sales Tax Amount Use Tax Amount
17.072 100.00 0.00 0.00
8.536 50.00 0.00 0.00
435.76 0.00 0.00

=]
[
[s]
&

» Percent allocated to this GL account.
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Once you have made the necessary changes, click “Accept” 0

% Tyler Hub - Munis Landing Page X

c

"5. Transactions kjohnson02 X -+

& https://bisapp.vusd.org/gaswatrain/ua/r/mugwc/appcstmt

-

Back

v

Accept

Lara nolger Tor ransact

Vendor STATE OF CA DEPT OF DC55

Charge description

meeting supplies

Commeodity code

02/12/2019
02/13/2019
03/11/2019

Charge date
Post date

mport date
Allocation code

~ P " 4 N - .
PO year/number/line & PO Liguidation
= Invoice

Document number

Last Change

The Status was changed from New to Pre-Released by Johnson, Kyla

ALLOCATIONS

&« < » Percent allocated to this GL account.

PA Ty Project Accoun| T | Account Description Percent| Amount | Sales Tax Amount Use Tax Amount
E | 010-00000-0-00000-73000-52000-000-0000-2 |... | TRAVEL AND COMFERENCE 17.072 100.00 0.00 0.00
E | 010-00000-0-00000-73000-43000-000-0000-2 |... | MATERIALS AND SUPPLIE 36 50.00 0.00 0.00
E | 010-00000-0-00000-73000-58000-000-0000-2 |... | PROFESSIONAL/CONSULTI 435.76 0.00 0.00
4
010-00000-0-00000-73000-58000-0 GL Available Budget -18,311.88

MCC code

Transaction amount
Non-taxable amoun
ales

tax group

Net amount
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6. Once you have finished making changes, you will then click “Attach” on the menu ribbon. This
is where you will attach all necessary back-up to the individual transaction charge. A new
window will pop-up and you will select and double click “Purchase Card Transaction.”

. [m] >
~5 Tyler Hub - Munis Landing Page X gk Transactions Kjohnson02 x +

(&} @ https://bisapp.vusd.org/gaswatrain/ua/r/mugwc/appcstmt I [e] °

Transactions kjohnson02

Q T N
Back Search Browse Update Attach
Transaction
Munis Transaction 1D 1 = Notes L& Dispute Comments
Card holder for transacti *
Vendor CASBO
C e description MEMBERSHIP ORGAMIZATIONS
Commodity code MCC code
ge date 01/31/2019
Post date 02/01/2019 Transaction amount
mport date 03/11/2019 Mon-ta» le amoun
Sales tax group
Allocation code Sales tax
Use tax group
PO year/number/line = PO Liquidation
subtotal
Document number & Invoice

MNet amount
Last Change

The Status was changed from Pre-Released to Approved by Hernandez, Mathan.

ALLOCATIONS
PA Ty Project Accoun| T | Account Description Percent | Amount Sales Tax Amount Use Tax Amount
E 010-00000-0-00000-73000-43000-000-0000-250- MATERIALS AND SUPPLIES 100.000 50.00 0.00 0.00
>

« < 1of4 > >
~ " — o x
% Tyler Hub - Munis Landing Page X % Transactions kjohnson02 x 4
C & httpsy/bisapp.vusd.org/gaswatrain/ua/r/mugwe/appestmt * @ O

Transactions kjohnson

Card and Statement

Card number

Current card holder K Document Mappings x
Name on card Kyl
B0 . ociated Documents
Tersreien Document Title TCM Document Type Read Only Count
Purchase Card Statement Purchase Card Statement Yes 0
Munis Transaction ID
Card holder for transaction
Vendor
Charge description
Commodity code 1
Charge date
Post date [ Maintain s000
Import date . 00 =@
Attached Documents [
pleemiEnerds Attachment Type Document Type Read Only | Count Required .00}
———— — T 0 o
PO year/number/line Purchase Card Transaction Purchase Card Transaction 0
Document number
Last Change
¥ Maintain
The GL Object Code was change
& View Documents TCM Version:2017.4.3.1 #| Show Counts
ALLOCATIONS
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Click “+”, (create new document)

g Tyler Hub - Munis Landing Page X | 5 Transactions kjohnsan02

yler Content Manager

Filter DoNfments

Date Key1 Key2 DocType
Related Documents A |
Filter Related Documents

Date Key1 Key2 DocType

% [& Tem

<« c & https:;//biscm.vusd.org:8446/tylercmimpl/viewer/index.htm|?query=a95440e27387a919b23c5¢c34eb3a13d2

x  +

v Document Information WA
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+
8. Click“ ™ ” (import attachment), then “Choose File” to locate where you have saved the file you
need to attach to this charge for back-up.
*5}. Tyler Hub - Munis Landing Page X | 'sﬁs Transactions kjohnson02 x @ TCM X =+

&« - C & https;//biscm.vusd.org:8446/tylercmimpl/viewer/index.htmI?query=a95440e27387a%919b23c5c34eb3a13d2 T e e

Choose File

or

Drop files here...

Selecting and importing multiple files is only compatible with
images (TIFF, PNG & JPG). All other files, such as PDF, must be
selected individually.

CANCEL

11
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9. Once you have attached the file, verify the file is attached and click “Import”

%= Tyler Hub - Munis Landing Page X | b Transactions kjohnson02 % [& Tem x4+

&« = C & hitps;//biscm.vusd.org:8446/tylercmimpl/viewer/index.htmI?query=a95440e27387a%919b23c5c34eb3a13d2

Import Document

Choose File

or

Drop files here...

Creating single document

SSC Fiscal Report print.pdf (1g310ke) X

CANCEL IMPORT

12
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10. Click “ -

< c

Tyler Content Manager

Documents

Filter Documents

Date | Transaction ID | Statement Code DocType
PCardTransaction
Related Documents VoA
Filter Related Documents
Date Key1 Key2 DocType

g Tyler Hub - Munis Landing Page X | %5 Transactions kjohnsan02

& https;//biscm.vusd.org:8446/tylercmimpl/viewer/index.htm|?query=a95440e27387a919b23c5¢c34eb3a13d2

” (save) and then “X” (close)

%  [& TTm x  +

w0 336 Fscal Repuetgrint

~FISCAL REPOR F:-

Copyright © 2019 Schoul Services of California, Inc,
Fuy Publiation Date: Mareh 22, 2012 No.§

Vobue 39
CDE Revises SACS Software Cades

0n March 8, 2019, she Califomia Depanment of Education (CDE} revised the Standardized Account Coe
Strucire ($ACS) suftware with the laiest allowsble codes and the combinations of cades for siate repatting
‘purposes by local educational agencies (LEAS).

Effiestive flor 201%-19, the CDE ndded the fallowing resaurce codes for districis and comnties:

« Resouree Code 3182—Every Student Sussceds Act (ESSA) School Inpravement Funding

+ Resource Code 61 28—Tarly Education Expansien Grant

« Resouree Code 6338—K-12 Strung Work»farce Progeam may also be opened for Juint Pawers Authatity
unless atherwise noted in SACS)

The resource cores Fsted above may be apened in the follewing funds:

Fund 01—General Fund

Fund 08—Charter Seheals Spectal Revenss Fund (districts and counties only)
Fund 12—Chili Development Fund (for Resouree Code 6358 only)

Fund 62—Charter Schools Enterprise Fupd (districts asd countics only)

Other changes for 2013-19:

+ The CDE added Resource Code 3183—FESSA Sehaol mpravement Funding for Caunty Offices of
Education ard may be opened in Fund 01 —General Fund
+ The CDE is eonding Resource Code 0000 with Chjoct Cods $681—MitigationDevelaper Fess, on June
30,2009
+ These re a muruber of new abject codes opened in Resource Code 7710—State School Facilities Projects
Changes effective 2019-20:
= Adding Resourse Code T415 for LEAs 10 necount for th Classified Schoel Employee Summer
Assistance Program
= Adding object enides in Resource Code 9010—Other Restristod Local
+ Ending R Code T400—Quality Fd ! ‘Act, on June 30, 2020

The updated SACS sofiware and text files for all scfive codes and combinations ean be located 3l ihe CDE's
webpage by clicking hers.

SSC Fiscal Report print.pdf

E Attachment Filename
B |
Attachment Title
Purchas... Audit

- Charge Date

Document Information

Card Number
Cardholder Name

|KYLA JOHNSON

Vendor Name

|GRAND HYATT SAN DIEGO

Vendor Number
[o99997

Notes

Transaction ID
1
Amount
[292.03

[04rr2019

13
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This takes you back to the Transactions window. Click “Back”. Repeat steps 1- 9 for the
remainder of transactions.

- Tyler Hub - Munis Landing Page X ‘-g, Transactions kjohnson02 x +

(& & https://bisapp.vusd.org/gaswaimpl/ua/r/mugwc/appcstmt T @ a

P (] o
Attach Allocate  View History

By Code

Card and Statement

Card number Statement ID 1
Current card holder Statement code 04222019
Name on card

Transaction

Munis Transaction ID 1 = Notes (= Disputs Comments

Card holder for transaction KYLA JOHNSON

Vendor 999997 |... GRAND HYATT SAN DIEGO

Charge description CASBO CONFERENCE

Commodity code MCC code 3640
Charge date 04/18/2019

Post date 04/22/2019 Transaction amount

mport date 05/29/2019 Non-taxable amount
Sales tax group

Allocation code

PO year/number/line L& PO Liquidation

Pre-tax subtotal
Document number = Invoice Net amount
Last Change

The Charge Description was changed from HYATT HOTELS to CASBO CONFERENCE by Johnson, Kyla.

ALLOCATIONS -

« < 10of13 > »
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TIP: You should see a
documents to.

g Tyler Hub - Munis Landing Page X

C & hitps//bisapp.vusd.org/gaswatrain/ua/r/mugwc/appestmt

€ v Q = c & B

Statement ID

Statement ID * 1

Card

e _
Name on card

Statement Details
0407 DO - BUSINESS SERVICES
03112019
New -
2019 9
03/11/2019 =]
03/11/2019 [=]

‘endor

ASBO

DFFICE DEPOT

SCHOOL SERVICES OF CALIFO

02/11/2019

Workflow
My Approvals Apprave Reject Forward
« < Tof3 > »

b Purchase Card Statements VISAL X +

Purchase Card Statements VISALIA UNIFIED SCHOOL DISTRICT

Back Accept Search  Browse 3 Output  Print  Display

next to the transaction you have attached back-up

- O x
* @ 0
0
B (=] ' & T s Q L]
PDF Save Attach Transactions  Transaction GL Release  Mass Release
Search Allecations
& Notes & Dispute Comments
Description Bank Transaction 1D Amoun
MEMBERSHIP ORGANIZATIONS 500
RY STORE/SUPPLIES 216
£ 25001~
»
Hold Approvers

15
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11. Once you have finished processing all transactions, please verify there are paper clips next to
each transaction. This means you have attached the required back-up documentation. If you
see a transaction that does not have a paper clip, then please return to that transaction and
upload the necessary documentation. If you submit incomplete information, it will be returned
to you which will cause delays in payment and processing.

. Tyler Hub - Munis Landing Page X . Purchase Card Statements VISAL X +

‘appestmt R~ g [e] [« ]

C @ https://bisapp.vusd.org/gaswatrain/ua/r/mugwc/

- © —
<« v Q = L=2 & s = '@ T s s (=] =
Back Accept Search Browse Output Print Display PDF save Attach Transactions  Transaction GL Release Menu
Search Allocations -

Statement ID

Statement ID * 2

Card

Card number
MName on card

Statement Details

0407 DO - BUSINESS SERVICES

03112019 & MNotes L& Dispute Comments

Released
2019

03/11/2019

03/11/2019

Transactions

Chargg Date Import Date Description
w 7 =] 03/11/2019 Child Support Payment
1} 9 Food for lunch
i1} meeting supplies
»
‘Workflow
My Approvals Approve Approvers
« < 2o0f3 > >
. . N - = [m} X
. Tyler Hub - Munis Landing Page X (i Purchase Card Statements VISAL X =
C @ hitps;//bisappvusd.org/gaswatrain/ua/r/mugwe/appestmt * @ o H

'-3:3-. Purchase Card Statements VISALIA UNIFIED SCHOOL DISTRICT

€ v Q 5 G & @ B B Y T s 6 Q " < 0
Back Accept Search  Browse Update Output  Prit  Display  PDF Save Attach Transactions  Transaction 6L Release  MassRelease  Single  Wass Convert
Search  Allocations Convert

Statement 1D

Statement ID * 1

Card

Card number
Name on card

Statement Details

0407 DO - BUSINESS SERVICES

03112019

New =

2019 9
03/11/2019 =]
03/11/2019 =]
34880
Transactions
Charge Date Import Date Vendor Bank Transaction |DX Amoun
L'| 01/31/2019, 03/11/2019 CASEO 5000
[} 216!
25001

Q0L SERVICES OF CALIFO
3

Workflow
My Approvals Approve Reject Forward
« < 1of3 > »
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12. Once you have completed the process for all transactions, click “Release” on the menu ribbon.
This releases the statement to workflow and gets the necessary approvals. This completes the
process. You can then click “Back” and it will take you back to the main screen.

v

Accept

Statement ID

Statement ID *

Card

Card number
Mame on card

Statement Details

Transactions

Charge Date
) o1z82018
W) ozo7/2018
) o2r12/2019

‘Workflow

My Approvals

&« <

Q

Search Browse

i Purchase Card Statements VISAL X +

0407
03112019
Released
2019
03/11/2019
03/11/2019

Import Date
03/11/2019
03/11/2019
03/11/2019

Approve

=
= L= [& & = -
Output Prin Display FDF Save Attach
DO - BUSINESS SERVICES
= Notes

5]

19457.51

Vendor

STATE OF CA DEPT OF DCSS
STATE OF CA DEPT OF DCSS
STATE OF CA DEPT OF DCSS

Reject Forward Hold

T s G Q =
Transactions  Transaction GL Release  Meru
Search Allocations -

& Dispute Comment:

Descripticn

Child Support Payment
Food for lunch
mesting supplies

Approvers

17
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13. To check the status of approval, click “Approvers” on the bottom right corner. This will show
the steps in the approval process.

&)

=

Back

«

Statement ID

Statement ID *

Card

Card number
Mame on card

Statement Details

Dept
Code

Transactions

Charge Date
W o1z8/2019
W oz07/2019
W o2r12/2019

Waorkflow

My Approvals

&« <

Accept

5 Tyler Hub - Munis Landing Page X

“gi Purchase Card Statements VISA

x  +

& https://bisapp.vusd.org/gaswatrain/ua/r/mugwc/appcstmt

Q

Search

Browse

=

Output

&

Display

=

Print

0407
03112019
Released
2019
03/11/2019
03/11/2019

Import Date
03/11/2019
03/11/2019
03/11/2019

Approve

33

19457.51

Vendor

STATE OF CA DEPT OF DCSS
STATE OF CA DEPT OF DCSS
STATE OF CA DEPT OF DCSS

Reject Forward

=

PDF

[(v)]
d '
Save Attach
@ Notes
Hold

Purchase Card Statements VISALIA UNIFIED SCHOOL DISTRICT

T s G Q =
Transactions  Transaction aL Release  Menu
Search Allocations -

& Dispute Comments

Description
Child Suppart Paymy
Food for lungh
mesting supl

Approvers
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Pending Approval

% Tyler Hub - Munis Landing Page X *3. Statement Approval Activity kjoh X =

C & nhttpsy//bisapp.vusd.org/gaswatrain/ua/r/mugwc/appcstmt

» Statement Approval Activity kjohnson02

Back Search
Originator
Name Comment

Johnson, Kyla

Approvers' comments

Name Date Time Action
Steps
Step
v 10 gress
w Any approver from this gro oup Current

Hernandez, Nathan

4

@ Generate Chart Expand Al [ Collapse Al Expand In Progress

Comment

Details

Edit

s
@
L ~]
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Completed Approval.
. : " I — O X
“x Tyler Hub - Munis Landing Page X 4. Statement Approval Activity kjoh X +
(&) 8 https://bisapp.vusd.org/gaswatrain/ua/r/mugwc/appcstmt r (e] o
Statement Approval Activity kjohnson02
> Q
Back Search
Approvers' comments
MName Date Time Action Comment
Steps Details
Step Status
p 10 Complete (Approved)
»
@ Generate Chart Expand Al =l Collapse All Expand In Progress
»

20



