
City of Allentown
 AP Process Flow
I. Invoice Receipt Process
2026

COA receives the 
invoice from the 

Vendor.

The invoice 
proceeds through 

the approval 
workflow in MUNIS.

Treasury creates 
the Vendor Profile 

in the MUNIS 
Vendor Master File 

before invoice 
entry begins.

YES
NO

NO Is the 
invoice 

complete ?

Was the 
invoice 

received by 
AP?

The Department 
contacts the Vendor for 

missing information.
AP forwards the 

invoice to the 
appropriate 

Department for 
review and entry.

Does the Vendor 
exist in the 

MUNIS Vendor 
Master File?

The Department 
enters the invoice 

into MUNIS AP 
Invoice Entry and 

scans the 
supporting 

documentation 
into MUNIS.

YES

The Department 
reviews the invoice for 

completeness and 
accuracy.

YES

NO
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COA= City of Allentown

If information is 
not received, the 
invoice remains 

unpaid.



Treasury reviews the 
W-9 for 

completeness and 
accuracy.

For new Vendors, the 
Vendor must complete a 

W-9 and send it to 
Treasury.

Is the  
documentation 

complete and W-9 
signed?

City of Allentown: AP Process Flow 
AP Process Flow 
2026

II. Vendor File Created in Munis

The Vendor forwards 
the documentation 

to Treasury.

Treasury verifies the W-9 
information and scans the form into 
MUNIS Vendor Master File. The new 

Vendor profile is activated in the 
MUNIS Vendor Master File.

NO
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YES

The Vendor may elect to 
receive payments via direct 
deposit by submitting the 

EFT Authorization Form and 
a voided check/bank letter 

to Treasury.

Treasury reviews the EFT 
Form and the voided 
check/bank letter for 

accuracy and completeness. 

Treasury enters the Vendor 
banking and payment 

information into the MUNIS 
Vendor Master File.

Treasury initiates the EFT 
activation process for the 

Vendor payment process in 
the MUNIS Vendor Master File.

Once bank verification is 
complete, the Vendor is 

activated for EFT payments 
in MUNIS.

III. Electronic Funds Transfer (EFT) Authorization Form

If information is incomplete, Treasury 
contacts the business using the 

information on file to request the 
missing details.

Treasury contacts the 
Vendor and requests 

corrected/missing 
information via email or 

phone.
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IV. Invoice Entry Processing
 2026

AP generates the 
MUNIS Purchase 

Receiving Report based 
on the  Department 

receipt entries.

For standard invoices, the 
Department enters and 

scans the invoice 
information into MUNIS 

AP Invoice Entry.

AP enters the invoice into 
MUNIS AP Invoice Entry.

PO Invoice

Standard Invoice

AP contacts the 
Department to 

resolve differences.

AP uploads all relevant 
documentation into the MUNIS 
Invoice Entry and releases the 

invoice entry in MUNIS AP 
Payment Manager for 

processing until the next 
scheduled check run occurs.

YES
NO
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For PO invoices, the 
Department records the 
receipt of goods/services 
in the MUNIS Receiving 

Module.

The invoice is routed 
through the 

Departmental MUNIS 
approval workflow for 

approval.

For all invoices, AP reviews 
and verifies the sales tax 

accuracy, due date, payment 
terms and due date match, 

and quantity received (for PO 
invoices only).

After all the approvals, the 
invoice entry is routed to 

AP for finalization.

Are there any 
discrepancies 

with the invoice 
entry?
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V. Check Processing Procedure
2026
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AP reviews and 
processes payments 

and reports for all 
approved invoices. 

Payments are 
categorized as 

standard (paper 
checks) or EFTs 

(electronic payments). 

Using MUNIS AP 
Payment Manager, AP 

creates a payment 
report run date which 

is used as a batch 
identifier for standard 

and EFT payments.

Paper checks are printed and 
held pending the Controller’s 

Office review. AP prints the EFT 
Advice document for EFT 

payments.

A Check Run Report is 
created in MUNIS AP 
Payment Manager for 

each batch. 

AP prints paper checks for 
those Vendors instead of 
processing the payments 

as an EFT payment. 

After printing 
standard and EFT 

payments,  AP checks 
if there are any 

prenotes.

Are there prenotes?

AP posts standard and EFT 
batches to Cash Disbursements 

(MUNIS AP) and performs 
Check Reconciliation to 

confirm payments  generated 
in the payment run were 

processed accurately.

AP generates a Positive Pay file and 
transmits it to the bank to validate 

payments presented before 
processing.

AP generates a Paid 
Invoice Report in MUNIS 

AP for each batch.

A Paid Invoice Report, 
scanned checks, and an 

Excel report is sent to the 
Treasury Accountants and 
the Controller’s Office for 

review. 

YES

NO

The Controller’s Office 
reviews checks, EFTs, and 
supporting documentation 
and releases the 
checks/EFT for payment.



City of Allentown
AP Process Flow
VI. Wire Transfer
2026

Using the Bank’s  
Prior Day Detail 
Report, Treasury 

identifies the wire 
payment.

Treasury provides AP  
the Prior Day Detail 

Report.

AP verifies the wire 
details with the 

responsible 
Department.

The Department 
enters the invoice into 
MUNIS Invoice Entry.

Once approved, the wire 
transaction is routed to AP 

for final processing. 

The invoice entry goes 
through the MUNIS Wire 

approval workflow.

Are wire details 
correct and 
complete?

Return to  the 
Department for 

correction.

AP verifies:
• The wire payment amount 

matches the supporting 
documentation in MUNIS,

• The General Ledger effective date 
is adjusted to match the bank 

withdrawal date,
• The wire number and payment 

date are correct, and
• The wire check run code.

YES

NO
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Using the assigned check run code, 
the wire is finalized.  

• AP manually clears the wire/check run 
number.

• AP generates a Paid Invoice Report in 
MUNIS AP and sends the Paid Invoice 

Report to the Treasury Accountants and 
the Controller’s Office for review and 

retention. 



City of Allentown
 Accounts Payable Process Flow
VII. Petty Cash Replenishment Process
Travel Request AND Authorization (TRA)
Travel Expense Request (TER)
2026

Approved Petty Cash 
Replenishment and 

TRA/TER requests are 
entered into MUNIS Invoice 

Entry and routed through 
the approval workflow.

AP verifies the request 
against the approved  

authorization and 
supporting 

documentation. 

The approved invoice 
moves into MUNIS AP 

Payment Manager until 
the check run. 

Are there any 
discrepancies 

found?

AP prints the checks for 
the approved payments.

Treasury Accountant  
cashes the check for Petty 
Cash Fund Replenishment.

The Petty Cash 
Replenishment, TRA/TER is 
returned to the Submitter  

for correction.

Checks are  given to 
employee or Department.

YES

NO
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Petty Cash Replenishment

TRA/TER
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