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1. Under Departmental Functions click on Next Year Budget Reports. 

 

 

2. Click on Define. 
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3. In the Projection drop down box select the year you want to run the report for. In 

this case 20171– City Annual Budget . Then click Accept. 

 

 
 
 

4. In the Org box type the first 3 digits of the org with an aserik. In the Account Type 

drop down box select Revenue or Expense.  If this box is left blank both revenues 

& expenses associated with the division will be shown. Click Accept.  
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5. Click on Report Options .Once you select the report options MUNIS will 

remember the layout of the report and you will not need to change them until 

the budget is rolled to a higher level. 

 

Select the TYPE OF REPORT – As you can see below there are six options here..  

 

 

Report 4 -Next Year Budget Historical Comparision – This is the report option used 

most often because it has three years of history as well as the Current Year’s 

Revised Budget, YTD Actuals and Next Year’s Budget. 

 Other report descriptions follow: 

 Report 1 - Next Year/ Current Year Budget Analysis – provides the Last 

Budget Year’s Actual Expenses (Revenue), the Current Year’s Adopted, 

Revised, YTD Actual, & Projected Budget and the Next Year Budget (as it is 

being developed). 

 Report 2 - Next Year Budget Levels Report – Budget preparation has five 

levels of review - Department Request, OMB Review, City Manager Review, 

Council Review & Adopted Budget.  Next Year Budget entry is open to 

Departments for their input at level one, when the budget is rolled to any 

of the higher levels 2 through 5 the Departments can view the budget but 

not make any additional entries into MUNIS.  This report show the changes 
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that occur to the budget through the budget levels to the Adopted Budget 

in September. 

 Report 3 - Next Year Budget Detail Report – show only the budget amounts 

for the next year budget with detailed information entered into the detail 

screens as the budget is developed. 

 Report 5 - Next Year Budget Comparision Report –Provides one year of 

History, Current Year Budget, Current Year Actuals and the Next Year 

Budget with space along the right side of the report for notes.   

 Report 6 - Future Years Report – (Not currently used)This report show four 

years into the future.   

6. Select the Budget Level - as indicated earlier there are five budget levels: 

Department, OMB Review, CM Budget, Council Review & Adopted Budget.  Next 

Year Budget entry is open to Departments for their input at level one, when the 

budget is rolled to levels 2 through 5 the Departments can view the budget but 

not make any additional entries into MUNIS.  For this example we are using level 5 

- ADOPTED. 

 

Level 1 - Department – open to Departments for their input. 

Level 2 – OMB Review - open for changes and input of salary and benefit budgets 

by the Budget Staff with a close date of the first week in July when the budget 

document is delivered to Council. 

Level 3 – CM Budget – open for changes requested by Council through the City 

Manager with a close at the end of August following Council’s budget workshop 

meeting. 

Level 4 – Council RV – Council Review –open for changes requested by Council 

and the public at the two public hearings in September with a close date of 

September 30. 
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Level 5 – Adopted Budget – no additional changes can be made at this level.  

Used for the completion journal to post the budget to the General Ledger. 

7. Select Percentage Calculation Method 4 -(Level -Revised) Revised is 

recommended here.  The percentage will be calculated from the current year 

revised budget to the current projection level of the new year budget.  This 

percentage is the most relevant for most uses. 

Select Sequences – This area allows for the user to define how the data will be 

sorted.  We recommend Division, Character, Object with Totals checked. 

Additional Options– Period 99 includes current year data up to the minute that 

the report is run. Check the box for Suppres zero bdgt accts. 

 

Select Include carry forward in revised budget, Include carry forward in actuals, 

and Totals only. 
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8. The original report screen reappears, you may choose to:  

1. Print Document  

2. Display the report to the screen 

3. Convert to PDF Document  

4. Export to excel 

 

9. Below is a example of the Historical Comparision Report sorted by Division, 

Character and Object with totals on each.  

1. Prior FY3 are for 2013 

2. Prior FY2 Actuals are for 2014 

3. Last FY1 Actuals are for 2015 

4. CY Actuals and CY Revised Budget are for 2016 

5. Projection Level 5 is 2017 

 

  1          2         3                4                5 


