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MUNIS	Cloud	Instructions	
	

1. From	Internet	Explorer,	go	to	http://kydashboard.tylertech.com/default.aspx				
2. Be	sure	to	bookmark	or	add	this	link	to	your	favorites.		You	will	use	this	website	link	any	time	

you	access	MUNIS.	
3. All	logins	follow	this	pattern:	datacenter\9395XXXX	

a. Notice	that	is	a	back	slash	(\)	located	above	the	“enter”	or	“return”	key	rather	than	a	
forward	slash	(/)	located	on	the	key	with	the	“?”	symbol.			

b. XXXX	is	different	for	each	user.		See	below:	
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4. Your	password	is	NeedNew1					Input	your	User	ID	and	password	here:	

	
	

5. You	will	be	asked	to	change	your	password	to	something	unique	to	you.		It	must	contain	an	
uppercase	letter,	a	lower	case	letter,	and	a	number	or	symbol	and	contain	a	minimum	of	8	
characters.		CAUTION:		Do	not	store	your	password;	it	can	cause	you	to	become	locked	out	if	
the	password	gets	too	old	and	has	to	be	reset.	
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6. After	resetting	your	password,	click	the	link	shown	to	return	to	MUNIS.	
7. Select	“Live”	from	the	options	given.			
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8. You	may	be	asked	to	log	in	again.		At	this	time,	use	your	new	password.		The	following	screen	
will	appear:	
	

	 	



	 5	

9. 		Click	on	the	Tyler	Menu	button	as	shown	above.		You	will	have	access	to	YTD	Budget	
Report.		

	
	

10. To	view/print	Year	to	Date	Budget	Reports:	
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11. Click	YTD	Budget	Report	to	open	the	program.		

	
a. Click	the	magnifying	glass	(search)	and	type	in	the	org,	object,	or	project	you	want	to	

see.		Push	“enter”	or	click	the	green	checkmark	(accept)	when	you	have	the	codes	
typed	into	the	boxes.		 	 	 	 	 	 	 	 	
	 	 	

b. Click	on	Report	Options	to	customize	the	report	for	the	current	date.		Be	sure	you	
have	the	same	options	marked	as	shown	below.		You	will	need	to	update	the	Report	
Title	and	the	Year/Period	each	time	you	run	this	report.		The	Report	Title	should	
contain	the	current	date.		The	year	and	period	should	reflect	the	fiscal	year	and	period	
that	you	want	to	see.		If	you	hit	“enter”	or	the	green	checkmark	(accept)	but	need	
to	make	changes,	you	can	choose	“Define”	to	update	your	options.		“Define”	is	
located	where	it	says	“Report	Options”	in	the	screen	shot	above.	

i. 2012-2013	is	the	Year	2013	in	MUNIS.		2013-2014	is	the	Year	2014	in	MUNIS,	
and	so	on.	
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ii. July	is	Period	1	in	MUNIS.		August	is	Period	2	in	MUNIS,	and	so	on.		

	
iii. For	October	30,	2012,	the	year	and	period	is	2013/4.		For	February	22,	2013,	

the	year	and	period	is	2013/8.		
c. Click	on	the	Additional	Options	tab	to	ensure	your	settings	are	the	same	as	shown	

below:	

	
i. If	you	wish	to	view	the	detailed	report	of	a	particular	code,	you	may	select	
to	print	the	journal	detail	and	request	a	certain	period	of	time	as	shown	
above	with	red	arrows.	 	

d. Click	Return	from	the	Report	Options	window	to	return	to	the	YTD	Budget	Report	
window.		To	print	the	report,	you	must	choose	the	PDF	and	print	from	there.		The	
new	version	of	MUNIS	(updated	November	30,	2016)	will	no	longer	allow	printing	to	
your	local	printer.		To	view	(display)	the	report	to	your	screen	using	the	Notepad	
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proram,	click	the	“Preview”	button.,	or	to	create	a	PDF	that	you	may	save	or	print,	click	
the	buttons	shown	below:		 	

	
	
	
	
	

12. When	you	print	or	display	your	report,	if	you	chose	a	detail	version,	you	will	see	abbreviations	
labeling	the	type	of	transaction	made	in	MUNIS	for	the	accounts.		The	most	frequently	used	
abbreviations	are	below:	

a. 	
	

13. If	you	need	to	access	MUNIS	from	a	location	away	from	our	district	network,	check	the	
instructions	for	MUNIS	Cloud	Alternate	Connections	on	the	finance	department	website.	

14. If	you	need	to	have	your	password	reset	to	NeedNew1,	please	contact	Rita	Hemmerich	or	
Johnna	DeJarnett	to	reset	it	for	you.	
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15. If	you	have	any	questions	about	your	reports,	please	contact	the	finance	department	for	
clarification	and	assistance.			
	
	

	


