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Objective 
This document gives you step by step instructions for using the Vendor Inquiry/Reports program to query the 
vendor master table for information regarding a specific vendor(s) and how to produce reports. 
 
Overview 
The Vendor Inquiry/Reports program allows you to access the vendor file used by the Accounts Payable, 
Purchase Order, and Requisition programs. Although the Main Screen and Munis Ribbon look identical to the 
‘Vendors’ module, the fields within the program cannot be added, updated, deleted, or modified in any way.  
 
 
 
 
 
 
This program is used to report on the information contained in the Vendor file for each vendor that is set up in 
the system. Use this program to print vendor data or to query vendor information, including documents attached 
through TCM. However, new documents cannot be added through TCM in the Vendor Inquiry module. 
 
 
 
 
 
 
 
When you do not have Maintain Vendor privileges and you access Vendor Inquiry from the MUNIS menu, the 
program does not display vendor account or payment information. Codes that are used to categorize the vendor 
must be set up in Accounts Payable Miscellaneous Codes before they can be linked to the vendor in this 
program. 
 
Prerequisites 
Before you can successfully use this feature, you must ensure that the necessary parameters and codes are in 
place. If parameters and codes are not set up, or not set up correctly, you may need to contact your MUNIS 
System Administrator or Department Manager to have them updated or added into the MUNIS system. 
 

Procedure 
1. Open the Vendor Inquiry program. 

Financials > Accounts Payable > Vendor Processing > Vendor Inquiry. 
2. On the MUNIS toolbar, click Search. 
3. Fill out any open fields you wish to search for. The more information you input, the narrower your search 

results will be. You may leave all fields blank to retrieve all vendors, or use wild cards to retrieve a group of 
vendors.  
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4. Enter information into the following ‘General Vendor Information’ Header Fields to achieve the desired 

result. You may enter information in any of the fields for specified results. 
 

Field Description 
General Vendor Information 
Vendor This is the vendor's assigned number, which is used to record all vendor 

activities in the Munis system. If you are adding a new record, click +1 to use 
the next available vendor number from Accounts Payable Settings. 

Vendor Inquiry - Main Screen 
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Alpha This box contains the vendor's alpha sort value. The alpha sort value should 

be in the format which users would most commonly use to search. For 
example, if the vendor's name is The Store, it may be better to sort by Store 
rather than The, so you would enter "Store, The" in this box.  
Individual names should be in the last name, first name format. 
If you are searching for a vendor, type the exact name or use wildcard 
characters to narrow your search criteria. 

Status This list indicates the vendor's current status: 
• Active - Indicates a current and established vendor.  
• Bidder - Identifies that this vendor is not yet an established vendor, but 

only a bidder. A bidder status does not prohibit entry of purchase orders 
and invoices. 

• Inactive - Provides a warning during invoice entry that the vendor is 
inactive, but does not prevent the usage of that vendor. When a new 
vendor is added, the status defaults to Inactive. If the status is updated 
while other pending changes are awaiting approval, the status of the 
vendor continues to be Inactive and is not applied until all the pending 
approvals have been approved on the add. 

• One Time Pay - Indicates a vendor number used one time to pay 
multiple recipients.  Vendors cannot be updated to this status. They must 
be created as One Time Pay vendors. 

• Stop - Prevents the use of this vendor during invoice entry. 
• Temporary - Signifies that this vendor is only to be used for a short 

period of time and then deleted. 
• Self Service - Indicates a potential vendor has added their information 

using Munis Self Service, and should now be reviewed and then changed 
to Active or Temporary. When a new vendor is added in VSS, the status 
of the vendor defaults to Self Service. If the status is updated while other 
pending changes are awaiting approval, the status of the vendor 
continues to be Self Service and is not applied until all the pending 
approvals have been approved on the add.  

Changing the status of a vendor to Inactive or Stop while other records, such 
as purchase orders or invoices, are in progress does not prevent or cancel the 
processing of the associated records. For example, if you create an invoice to 
Vendor 100, and then update the status of the vendor to Stop, the invoice can 
be processed as normal. You must manually cancel or change any existing 
records associated with a vendor that is placed in a Stop status.  
  
When the VIA business rule has been set up, you can select a vendor status 
during creation of the vendor record. When you click Accept to save the record, 
the status is immediately updated to Inactive. The vendor record must be 
released to workflow for approval. Once approved, the vendor record is 
assigned the status you selected during creation. 

Entity This box contains the entity code for the current vendor. 
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The default value is 1. 
Type This list identifies the type of vendor. Vendor types often group vendors by 

the services they render: Construction, Office Supplies, etc. Accounts Payable 
Roles contains a Vendor Maintenance Access by Type list on the Data Access 
tab. This list determines which vendor type records you can maintain. Type 
codes are defined under Vendor Type Codes in Miscellaneous Codes.  
You cannot update vendor records with type code values for which you are 
restricted. 

Reason This list provides the reason for the vendor's current status.  
Reason codes are defined under Vendor Status Reason Codes (VRSN) in 
Miscellaneous Codes. 

 

Vendor Inquiry – Main Screen Fields 
 

5. You may search for and manipulate the results as desired using the buttons on the main screen. 
 

 
 
Main Tab 
Contact Information 
Company Name These fields provide the name of the vendor. The default value is the same as 

that in the Alpha box. Each box can contain up to 40 alphanumeric characters. 
The name you enter here is not used to alphabetically sort this vendor; the 
name in the Alpha box is used for sorting. 

DBA This box contains the "doing business as" name for this vendor, if applicable. 
For example, a 1099 vendor may want his or her name on the check, but may 
also have a business name. When printing checks, only the X check format 
includes this information on the check. All other formats use the Remit 
Addresses information. 

Address This box contains the vendor's street or post office box address. Use the first 
line for the most useful vendor address information as some reports do not 
print information from lines two and three. When you search for a vendor 
using any of the address fields, the program finds those vendor records having 
addresses matching the search criteria, as well as those vendors having 
remittance addresses matching that of the search criteria. 

Zip Code This box contains the ZIP Code™ portion of the vendor's address. When you 
search for a vendor using any of the address information, the program finds those 
vendor records having addresses matching the search criteria, as well as those 
vendors having remittance addresses matching that of the search criteria. Type 
the vendor's ZIP Code, including the 4-digit extension, if known. Use a hyphen 
to separate the 4-digit extension from the 5-digit base code.  

City This box contains the city portion of the vendor's address. When you search for a 
vendor using any of the address information, the program finds those vendor 

http://help.munis.com/11.2/ap/Content/Programs/apmisccd02.htm
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records having addresses matching the search criteria, as well as those vendors 
having remittance addresses matching that of the search criteria.  

State This box contains the state portion of the vendor's address. When you search for 
a vendor using any of the address information, the program finds those vendor 
records having addresses matching the search criteria, as well as those vendors 
having remittance addresses matching that of the search criteria. 

Country This box contains the country code addresses outside of the United States. When 
you search for a vendor using any of the address information, the program finds 
those vendor records having addresses matching the search criteria, as well as 
those vendors having remittance addresses matching that of the search criteria.   

Foreign Entity This check box indicates that the vendor is a foreign entity. 
Email This box contains an electronic mail address for the vendor. This field contains 

up to 50 characters of text. This box must be completed if the selected PO 
Delivery or Payables Delivery methods on the Terms tab are E-mail. 

WWW This box contains the vendor's website address, if applicable. You can select the 
WWW button to open your Internet browser to the vendor's site. Web address 
information is optional. 

Identification 
SSN This box contains the vendor's Social Security number if the vendor is a 1099 

vendor. If the View SSN check box in Accounts Payable Roles is not 
selected, you cannot view Social Security numbers or federal identification 
numbers. 

FID This box contains the vendor's federal identification number if the vendor is a 
1099 vendor. The FID number can contain up to 15 characters; type the number 
as it should print, including the appropriate hyphens. 

DUNS This box contains the 9-digit DUNS number assigned to the vendor organization. 
This is not a required field, but if used, it must contain the accurate DUNS 
number. This number displays when you create a vendor profile report and on 
reports created using the Microsoft® Excel and Microsoft Word options. 

PayMode ID/Status/Active These fields contain the vendor's PayMode ID code, status, and active date. The 
fields are only visible if your organization has defined PayMode ID codes for 
vendor records. 

Independent Contractor selected, this check box indicates that the vendor is an independent 
contractor. 

Additional 

 

This group contains the Performance, Commodity, and P-Card Transactions 
buttons: 

• Performance—Opens the vendor record in the Vendor Performance 
program. 

• Commodity—Opens the Vendor Commodity List screen, which displays 
all of the commodity codes the with which the vendor is associated. 

• P-Card Transactions—Opens the Purchase Card Statements program 
with the current vendor record selected. This button only applies if your 
organization uses purchase cards and statements exist in the Purchase 
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Card Statements program. 
Vendor Alerts 
 The Vendor Alerts group contains any alerts users should be aware of when 

reviewing the vendor record. 
 
 
 
 

Vendor Inquiry – General Tab 
 
6. Enter information into the individual fields in the General Tab to achieve the desired result. You may enter 

information in any field to search by the information in that field, if desired. 
 

 
 
General Tab 
Terms 
Discount Percent This box contains the discount percentage offered by the selected vendor, if 

applicable.  
Days to Discount This box contains the number of days within which the invoice must be paid to 

qualify for the vendor discount. When you enter an invoice for a vendor with a 
discount, the discount date is calculated automatically by adding the number of 
days to the invoice date. 

Minimum Order This is the minimum order amount that this vendor allows. This amount is for 
reference only. 

Days to Net This box contains the number of days allowed from the invoice date to pay the 
full invoice. When you enter an invoice for this vendor, the due date is 
calculated automatically by adding this number of days to the invoice due date. 

Freight Term/Method This box contains the vendor's usual method of shipping. When a purchase 
order is entered for this vendor, these freight terms appear automatically on the 
purchase order. This box can contain up to 20 characters. 

Freight Percent This box contains the freight percentage commonly applied by the vendor.  
The Requisition Entry and Purchase Order Entry program automatically 
display freight percent on their header screens. When you enter whole 
numbers, you do not need to include the decimal point. 

Default Tax Information 
Use Tax Vendor This check box indicates if the vendor processes use taxes. 
Use Tax Group This box contains the use tax group that applies to purchases from the vendor. 

Use tax groups are defined in the Tax Codes and Tax Groups program. The 
value entered in the box can be overridden by a tax group defined for a specific 
ship-to code. 

Sales Tax Group This box contains the sales tax group that applies to purchases from the vendor. 
Sales tax groups are defined in the Tax Codes and Tax Groups program. The 

http://help.munis.com/11.2/ap/Content/Programs/aptxcode01.htm
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value entered in the box can be overridden by a tax group defined for a specific 
ship-to code. 

Banking Information 
In order to view this group, your user role must have the ‘View/Maintain” Vendor Banking Information set in Accounts 
Payable Roles. 
Bank This list stores the vendor's bank information if remitting payment using 

electronic fund transfer (EFT). Bank codes are established in the Bank Codes 
program. The program can automatically enter the bank code when you enter a 
routing number. If more than one bank uses the entered routing number, the 
program allows you to select the bank code from a list. 

Routing Number This box contains the routing number for the selected bank. The program 
completes this number according to the bank code selected from the Bank list. 
Entering a routing number before selecting a bank code allows the system to 
automatically select the bank code that matches the routing number. If the 
routing number applies to more than one bank code, the system allows you to 
select the correct code from a list. 

Account This box contains the vendor's bank account number. The account number can 
be up to 17 characters. 

Type This list indicates the type of bank account: checking or savings. If you are 
searching for a record, select the blank option to include both checking and 
savings accounts. 

AP Retainage 
Status This option identifies the vendor's retainage status:  

• Always Retain—Retains the amount specified in Accounts Payable 
Settings from every invoice for this vendor. 

• Never Retain— Never withholds funds from this vendor's invoices. 
• Retain on Threshold Values— Retain amounts according to the value 

of the General Retainage Percent box in Accounts Payable Settings. In 
this case, the vendor either has a single invoice that exceeds the invoice 
threshold amount or they have a contract that exceeds the contract 
threshold amount. 

IRS Information 
1099 Vendor This check box indicates that the vendor receives a 1099 form. If this check box 

is selected, the 1099 Default box is accessible. This check box is not accessible 
unless the Allow AP 1099 Maintenance check box is selected in Accounts 
Payable Roles. 

Default This box contains the 1099 box code. The 1099 box codes are defined in the AP 
Miscellaneous Codes program. Each time an invoice is entered for a vendor 
with a 1099 box code, all lines of the invoice possess this code.  

1099 Withholding This check box directs the program to retain funds for this vendor. If this check 
box is selected, retainage amounts specified in Accounts Payable Settings are 
withheld during the Invoice Entry process when a 1099 box code exists on an 
invoice detail line. This check box is only accessible when the 1099 Vendor 
check box is selected. 
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Subject to Federal Withholding This check box indicates that the vendor is subject to federal withholding under 

IRS 3402(t). 
W-9 Sent This check box indicates that a W-9 form was sent to the vendor. 
W-9 Received This check box indicates that a completed W-9 form was received from the 

vendor. If you do not select this check box and the value of Warn if W-9 Form 
Has Not Been Received is Yes in Accounts Payable Settings, the program 
displays a warning message and an error code prints on the Invoice Entry Proof 
List. 

ICR Sent This check box indicates whether an Independent Contractor Report has been 
generated and sent for this vendor.  The check box is only used by organizations 
located in California.  

Payment Receipt 
Method This option indicates the vendor's preferred payment method: printed check, 

electronic fund transfer (EFT), active card integration (ACI), or direct 
disbursement. If you select EFT, the Prenote box is accessible.  

Pre-Note This list indicates whether a check or invoice prenote is required for this vendor. 
If the payment receipt method is EFT, you can modify the Prenote box. If the 
payment receipt method is Printed Check, the default value for the Prenote box 
is None and there is no access to the box. 

ACH Override 
ID Number This box contains an override ID number for an automated clearinghouse (ACH) 

file. This number overrides the ID number in an ACH file, record 6. 
Name This box contains an override name for an automated clearinghouse (ACH) file. 

This name overrides the name in an ACH file, record 6. If data is entered in the 
Override fields, it replaces the default information in the ACH vendor file. 

Purchasing Delivery Method 
 This is the vendor's preferred choice of purchase order delivery method. You 

must select one or more of the check boxes.  
Payables Delivery Method 
 This is the vendor's choice of accounts payable delivery method. You must 

select one or more of the options: Print, Fax, or E-mail. 
 

 
Vendor Inquiry – Miscellaneous Tab 

 
7. Enter information into the individual fields in the Miscellaneous Tab to achieve the desired result. You may 

enter information in any field to search by the information in that field, if desired. 
 

 
 
Miscellaneous Tab 
Default Allocation Information 
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Default Account This box contains a default account number to be associated with a 

vendor. When a vendor is selected in Invoice Entry, Purchase 
Order Entry, or Requisition Entry, this account number is the 
default value for that record. If your organization uses the full 
account entry method, you must enter the account type (B-Balance 
Sheet, R-Revenue, or E-Expense) and full general ledger account 
number; if your organization uses the org/object account entry 
method, enter the org code, object code, and project code (if 
applicable). This default account is overridden by default accounts 
entered in Inventory Items or Department Codes. 

Default Allocation Code This box contains a default allocation code to be associated with a 
vendor. When the vendor is selected in Invoice Entry, Purchase 
Order Entry, or Requisition Entry, this allocation code is the default 
allocation code value. 

Additional  
Class This list stores the vendor class code. Vendors can be selected by 

class code for inclusion in the Vendor Invoice List and Vendor 
Fiscal Year Summary Report. Vendor class codes are created in AP 
Miscellaneous Codes. 

Performance This list indicates the vendor's performance rating code. Vendor 
performance codes are created in AP Miscellaneous Codes. 

Geographic This list identifies a geographic code classifying the vendor's 
location or service area. Vendor geographic codes are created in 
Accounts Payable Miscellaneous Codes. 

County Code This list indicates a county code in which the vendor is located. 
County codes are created in the AP Miscellaneous Codes program. 

AR Customer This is the vendor's Munis Accounts Receivable account number, if 
the vendor is also a customer of your organization. 

Separate Check This check box indicates that the vendor should receive separate 
checks by default.  

Include Documentation Selecting this check box indicates that documentation will be 
included for the vendor's recurring invoices. The check box is 
cleared by default. 

Notify Vendor on Self-Service Updates Selecting this check box directs the program to send the vendor e-
mail notifications when the vendor's profile is changed via Vendor 
Self Service. The program also sends the vendor an e-mail when 
they submit or retract a bid. The e-mail is sent to all of the vendor's 
listed e-mail addresses. 

Allow Duplicate Invoice Numbers This check box directs the system to allow you to use duplicate 
invoice numbers on invoices that pay this vendor. If this check box 
is selected, the appropriate check box in Accounts Payable Settings 
must also be selected to activate the functionality for vendors. 

Include in Retirement Reporting When this check box is selected for a vendor, they are included in 
all retirement reporting functions. The Include in Retirement 
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Reporting check box is only displayed when the Enable Tracking 
for Retirement Reporting check box is selected on the Vendor 
Settings tab of Accounts Payable Settings. 

E-Verify Affidavit Validated Selecting this check box indicates that your organization has 
received the vendor's E-Verify affidavit. the check box is not 
visible until you select the E-Verify Vendor Tracking check box on 
the Vendor Settings tab of the Accounts Payable Settings program. 

Payroll Employee If the vendor is also an employee of your organization, this box 
contains their employee number. 

Payroll Hire Date This is the employee's hire date, if applicable. 
DOB This is the employee's date of birth. 
Gender The value of this list defines the vendor's gender. Gender codes are 

created in the Accounts Payable Miscellaneous Codes program. 
Ethnicity This is the vendor's ethnicity. Ethnicity codes are created in the 

Accounts Payable Miscellaneous Codes program. 
Minority Business Information 
Minority Business Enterprise This check box indicates that the vendor business is owned by a 

minority. Selecting the check box opens the MBE Classification 
table, from which you can select the minority classifications that 
apply to the vendor. MBE Classifications are defined in the 
Miscellaneous Codes program. You cannot change the value of this 
check box unless your user role has been assigned the Maintain 
Vendor Certification Information permission in Accounts Payable 
Roles. 

MBE Classification This table displays the vendor's minority business classification 
information when the Minority Business Enterprise check box is 
selected.  

 
 

Vendor Inquiry – Contacts Tab 
 
8. Enter information into the individual fields in the Contacts Tab to achieve the desired result. You may enter 

information in any field to search by the information in that field, if desired. 
 

 
 
Contacts Tab 
Click the View All Contacts link to open the Contacts Browse screen, which displays all of the contacts associated 
with the vendor across all of its remit addresses. 
Type This list determines the contact type. Contact type codes are maintained in the 

Accounts Payable Contact Types program. 
Name This box stores a contact name for the vendor. The name can contain up to 20 

characters. This box is not accessible if the vendor status is one-time pay. 

http://help.munis.com/11.2/ap/Content/Programs/apparmnt01.htm
http://help.munis.com/11.2/ap/Content/Programs/apparmnt01.htm
http://help.munis.com/11.2/ap/Content/Programs/apcontyp01.htm
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Description This box stores a description of the vendor contact. For example, president or 

accounts payable representative. The description can contain up to 10 characters. 
Contact descriptions are not accessible if the vendor status is one-time pay. 

Telephone This box stores a telephone number for the vendor contact. The number can be up 
to 20 characters. This box is not accessible if the vendor status is one-time pay. 

Fax This box stores the fax number for the vendor contact.  The number can be up to 
20 characters. This box must be completed if the selected PO Delivery, or 
Payables Delivery methods on the Terms tab are Fax. This box is not accessible 
if the vendor status is one-time pay. 

Text Number This fields provides a mobile number that receives text messages. 
Opt In If selected, this check box indicates the vendor accepts text message notifications. 

Text message notifications are applicable if your organization has installed and 
implemented Tyler Notify. 

Email This box contains the electronic mail address for the contact. Email addresses can 
contain up to 50 characters of text. Contact email addresses are optional.  
You can click the email button to open an email message to the contact with the 
subject line: Vendors. 

 
 
 

Vendor Inquiry – User Defined Tab 
 
9. Enter information into the individual fields in the User Defined Tab to achieve the desired result. You may 

enter information in any field to search by the information in that field, if desired. 
 

 
 
User Defined Tab 
User-Defined fields are created by your organization to provide greater or additional detail to a Munis 
program. User-Defined fields and codes are created in the User Defined Codes program on the accounts 
payable menu. 
Field Name This is the screen label for the user-defined field. 
REQ When this check box is selected, users must complete this field. 
Value This box contains the value for user-defined data. The data that must be 

entered in this box is determined by the User Defined Fields program. The 
field can require entry of text, code values, numerals, or a date. If the user-
defined field was assigned a default value in User Defined Fields, the 
program enters that value here, but you can change it. 

Code Description This box displays the description for the value entered. 
Type This is the user defined code type. 

 

Vendor Inquiry – Certifications Tab 
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10. Enter information into the individual fields in the Certifications Tab to achieve the desired result. You may 

enter information in any field to search by the information in that field, if desired. 
 

 
 
Certifications Tab 
This tab outlines the vendor's current certifications. The Type and Number of Certificates group identifies the 
types and numbers of the vendor's certifications. When you click a certification type, the screen refreshes to 
provide the certificate details, include agency, issue date, expiration date, and so on.  
The certification details group also indicates generated expiration notices and their generation dates in the 30, 60, 
and 90-day fields. This allows you to retain an audit record of the days the notifications were generated. 
Vendors can enter their certification information using Vendor Self Service, or you can enter the certifications 
manually in this program by clicking Modify Certificates. You must have the Maintain Vendor Certification 
Information permission assigned to their user role in Accounts Payable Roles in order to use the Modify 
Certificates option. 

 

 
 

Vendor Inquiry – Insurances Tab 
 
11. Enter information into the individual fields in the Insurances Tab to achieve the desired result. You may enter 

information in any field to search by the information in that field, if desired. 
 

 
 
Insurances Tab 
This tab lists all of the insurance information that has been entered for the vendor. The information is divided 
and counted by type. In order to access the Modify Insurances or Duplicate options, your user role must be 
assigned the Maintain Vendor Insurance Certificates permission in Accounts Payable Roles. Vendor insurance 
information can also be entered in Contract Entry as part of a contract record. If insurance information is 
entered in Contract Entry, it also appears in the Insurances tab of the Vendors program. Alternatively, 
insurance certificates can be entered using the Vendor Insurance Certificates program. 
Type. # of Insurances These columns indicate the number of insurances of each type the vendor 

possesses. Click a type to refresh the second table to display only certificates of 
that type. 

Carrier These columns contain the various details of the insurance certificates of the type 
selected in the first table. Carrier Name 

Agency 
Agency Name 
Agent 
Type 
Type Description 

http://help.munis.com/11.2/ap/Content/Programs/apvnicmt01.htm
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Policy 
Issue Date 
Expiration Date 
Notes 
Amount 
90-Day Notification The check boxes in these columns indicate whether the expiration warning 

notifications have been sent to the vendor. The notifications are sent based on the 
entered expiration date for the certificate. In order to send notifications, you must 
run the Vendor Insurance Certificate Expiration program. When you run the 
program, it automatically updates the values of these check boxes. You cannot 
manually update the check boxes 

60-Day Notification 
30-Day Notification 
Expiration Notification 

 
 
 
 

Vendor Inquiry – Withholding Tab 
 
12. Enter information into the individual fields in the Withholding Tab to achieve the desired result. You may 

enter information in any field to search by the information in that field, if desired. 
 

 
 
Withholding Tab 
Withholding Type This field contains the withholding type code value. 
Waived % This field Indicates the percentage of withholding that is waived for this 

vendor. This amount directly reduces the withholding percent. For example, if 
the withholding type code's standard percentage is 5%, and the Waived % 
value is 2%, the withholding applied to the vendor's invoices is 3%. If you 
enter a Waived % value, you must also complete the Waived Reason column. 

Waived Reason This field provides a brief description of the reason for the vendor's 
withholding waiver. 

Active This field identifies whether the withholding type is currently active for the 
vendor. Once a withholding type code has been applied for at least one of the 
vendor's invoices, it cannot be deleted from the vendor record. Instead, you 
must use the Active column to deactivate the code instead of deleting it. 

Inactive Reason This field describes the reason for the deactivation of the withholding type for 
this vendor. 

Information 
Effective Date These fields display the values for the withholding type code selected above. 

You cannot access these fields. Any changes to the code itself must be 
performed in the Withholding Types program. 

Withholding % 
Type is Active 
Min. Threshold 
Max Threshold 

http://help.munis.com/11.2/ap/Content/Programs/apvicprt01.htm
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Description 
Amounts 
Unprocessed These fields provide a running total of various withholding dollar amounts for 

the selected withholding type and vendor combination. Remitted to Vendor 
Remitted to 3rd Party 
Permanently Witheld 

 
 
 
 
 
 
 
 

 
Menu Section of Vendor Inquiry Ribbon 

 
1. Field Descriptions for the Vendor Inquiry Menu section of the Munis Ribbon. 
 

 
 
Sort After searching for records click Sort to choose a specific method: 

• Number 
• Alpha 
• Type 

1099 Data View 1099 data for the current vendor. 
Invoice Inquiry View AP Invoices for the current vendor. 
Check Inquiry View AP Checks for the current vendor. 
PO Inquiry View POs for the current vendor. 
‘More’ Dropdown Menu 
Recurring Invoices View Recurring Invoices for the current vendor. 
GL Summary View GL Summary Data for the current vendor. 
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Project Summary View a project account summary for the current vendor. 
History View change history for the current vendor. 
Awarded Commodities View awarded commodities for the current vendor. 

 
 
Results 
The user can run queries into the MUNIS system for specific vendors and/or create and run reports on vendor data. 
 

- GL Impact 
The General Ledger is not affected by this action. 

 
- Other MUNIS Modules Impact 

No other MUNIS modules will be impacted as this program only displays data. 
 
What’s Next? 
There is no further action to be taken. 
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