PO Inquiry & Reports 

Purchase Order Inquiry & Reports

    
   


       


[image: image1.png]Purchase Order Inquiry [FORSYTH COUNTY BOARD OF EDUCATION]

€ v Q & & =] & B = i) @ - © o o o A o (<} <
Back Accept  Search Browse | Ouput  Print  Diplay  PDF  Save Bcdl  Word  Emal Schedule | Attach GLFind Detilfind Audts Actviy Approvals LineDetal  GL  GLSummary
Allocations
MAIN  TERMS/MISCELLANEOUS
Purchase Order Details
Dept/Loc Status
GL effective date Buyer
Fiscal year Period Entered
PO number Receive By Quantity ©) Amount Needed By
General commodity Approved =1 Approved Expire
General description Last Changed
© Notes © Receiving © Invoices

Vendor Details

Vendor
Name
PO mailing

Delivery method [ Print
Remit

Line [ Ordered Amount |

« < 0

=| Committed

= Fax  [=l E-Mail

Liquidated |

of0

=| E-Procurement

Balance | 1st GL Account

Shipping Details
Ship to

Email

Reference

Totals

Ordered
Liquidated
Balance






  Module:
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 Purchase Order Inquiry & Reports    
   MUNIS Version 19.1
Objective
This document provides step-by-step instruction on how to inquire and report on existing EERP/Munis purchase orders. 
Purchase Order Inquiry
1. Open Purchase Order Inquiry
Departmental Functions>Purchase Order Inquiry
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2. Find a record or multiple records

Click the Search icon [image: image2.png]Search



  (or CTRL + F).  Once you click the Search icon, you can do a search on one or more of the available fields on the Purchase Order Find screen.
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	Field
	Description

	Dept/Loc
	Enter the Dept/Loc code of the purchasing department.  

	Fiscal Year

	Enter the fiscal year in which the purchase order was created. 

	PO Number
	System generated number assigned to the purchase order.

	Status
	0 = Closed

2 = Creation (header created but GL detail not completed)

4 = Allocated (GL allocation completed)

6 = Posted

8 = Printed

	Requisition Number
	The system generated number of the requisition that was converted into the purchase order.

	Vendor 
	The vendor number as set up in the Accounts Payable and Purchasing modules. 

	Name
	The name of the vendor


Once the search criteria have been entered, click the Accept icon [image: image4.png]Accept



 on the toolbar to display the search results.  For this example, we did a search for any purchase orders for school 12 in fiscal year 2023
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MAIN  TERMS/MISCELLANEOUS

Purchase Order Details

Dept/Loc 12 SHARON ELEMENTARY Status 0~ Closed -
GL effective date 07202022 Buyer | Brian Keefer
Fiscal year 203|  Period o Entered 07/20/2022
PO number 12001532 Receive By ® Quantity O Amount Needed By
General commodity Approved ¥ Approved Expire
General description SENSORY ROOM MATERIALS Last Changed 0
© Notes © Receiving 8 invoices
Vendor Details Shipping Details
Vendor 79 Committed Ship to 2
Name AMAZON CAPITAL SERVICES INC. SHARON ELEMENTARY
PO mailing [} PHONE # (770) 888-7511
410 TERRY AVE NORTH 3595 OLD ATLANTA RD
SUWANEE ca | 30024
Email
SEATTLE wa | [ssi0s Reference | SENSORY ROOM/BDUCK
Usa
Delivery method [ Print Fax E-Mail E-Procurement
Remit 1
Line| Ordered Amount | Liquidated | Balance | 1st GL Account Totals
1 3815 3815 000 12102041-561000 B
Ordered 3815
Liquidated 3815
Balance 000
‘ »

<« | < 10f61 > >




The first PO in the output selection is displayed.  Note that the total number of POs in the selection is displayed on the bottom of the screen.  POs can be scrolled through using the arrows.
Status:
Printed = either the PO has not been paid or it has open amounts, such as back orders.  Open items will appear in the balance column.

Closed = the purchase order has been paid in full or the purchase order has been voided.
If invoices have been processed for a purchase order you will see amounts in the liquidated column.  If we made a partial payment on a purchase order you will see amounts in the balance column.

The liquidated amounts are not always the same amount that was paid on an invoice.

To see what was actually paid on an invoice click on the “invoice tab” [image: image6.png]



It will bring up the following screen:
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Document |Invoice [ Year |Inv Date Invoice Amount| Liquidated Amount |Status. Check |Check Date | Vendor |Check Cleared Date

556876 1RRD-D431-GK3F 2023 07/22/2022 38.15 3815 Paid 829332 08/15/2022 779 08/31/2022 -
‘ »

Total Invoiced 3815 Total Liquidated 3815




This screen will show the following:

a.  Invoice #

b. Invoice date

c. Invoice amount

d. Check #

e. Check date

At the bottom of the screen you will see the totals of all processed invoices.

Click Back [image: image8.png]


 take you back to the previous screen.

Output
Once you have found some records, you may want to output them.  There are several output types for Purchase Orders including Browse, Display, Print, PDF, Excel, Word and File Output.  You can output lists of all purchase orders or details pertaining to specific purchase orders.
Browse - By selecting the Browse icon [image: image9.png]


 from the toolbar all the records in the active set are displayed in a list format.
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Record Number | | Year|PO# | Vendor Name |PO Date Order Amount | Balance | Status | Fiscal Period |
1 2023 12001532 AMAZON CAPITAL SERVICES INC. 07/20/2022 38.15 0.00 0 - Closed 1 -
2 2023 12001533 'SOUTHPAW ENTERPRISES INC 07/20/2022 199038 0.00 0 - Closed 1
3 2023 12001534 INSIGHT PUBLIC SECTOR INC 07/20/2022 291.98 0.00 0 - Closed 1
4 2023 12001535 GIMKIT INC 07/20/2022 650.00 0.00 0 - Closed 1
5 2023 12001536 'SCHOOL SPECIALTY LLC 07/20/2022 588.51 0.00 0 - Closed 1
6 2023 12001537 'SCHOOL SPECIALTY LLC 07/20/2022 47270 0.00 0 - Closed 1
7 2023 12001538 'GREENWOOD PUBLISHING GROUP LLC 07/20/2022 1,035.00 0.00 0 - Closed 1
e 2023 12001539 AMAZON CAPITAL SERVICES INC. 07/20/2022 594.00 0.00 0 - Closed 1
9 2023 12001540 LITERACY RESOURCES LLC 07/20/2022 480.60 0.00 0 - Closed 1
10 2023 12001541 PERIMETER OFFICE PRODUCTS INC 07/20/2022 14107 0.00 0 - Closed 1
n 2023 12001542 PERIMETER OFFICE PRODUCTS INC 07/20/2022 516.20 0.00 0 - Closed 1
12 2023 12001543 PERIMETER OFFICE PRODUCTS INC 07/20/2022 14222 0.00 0 - Closed 1
12 2023 12001544 PERIMETER OFFICE PRODUCTS INC 07/20/2022 193.15 0.00 0 - Closed 1
14 2023 12001545 PERIMETER OFFICE PRODUCTS INC 07/20/2022 123.00 0.00 0 - Closed 1
15 2023 12001546 IDISMISS LLC 07/20/2022 199.00 0.00 0 - Closed 1
16 2023 12001547 FIT AND FUN PLAYSCAPES LLC. 07/20/2022 1,370.00 0.00 0 - Closed 1
17 2023 12001548 'SOUTHERN COMPUTER WAREHOUSE 07/20/2022 220.50 0.00 0 - Closed 1
18 2023 12001549 AMAZON CAPITAL SERVICES INC. 07/20/2022 745.93 0.00 0 - Closed 1
19 2023 12001550 AUTISM-PRODUCTS.COM 07/20/2022 189.00 0.00 0 - Closed 1
20 2023 12001551 EDUCATION GALAXY LLC 07/20/2022 5,100.00 0.00 0 - Closed 1
2023 12001552 MERGE LABS INC 07/20/2022 2,565.11 0.00 0 - Closed 1
2023 12001553 PERIMETER OFFICE PRODUCTS INC 07/27/2022 1,107.84 1,107.84 8- Printed 1
2023 12001554 'WEVIDEO INC 07/27/2022 299.00 299.00 8 - Printed 1
24 2023 12001555 WEST MUSIC CO 07/27/2022 239539 0.00 0 - Closed 1
25 2023 12001556 ROCHESTER 100 INC 07/27/2022 290.00 0.00 0 - Closed 1
26 2023 12001557 AMAZON CAPITAL SERVICES INC. 07/27/2022 45853 45853 8 - Printed 1
27 2023 12001558 NEARPOD INC 07/28/2022 2,600.00 0.00 0 - Closed 1
28 2023 12001559 BLICK ART MATERIALS LLC 08/01/2022 5,655.40 0.00 0 - Closed 1
29 2023 12001560 'SPEECH CORNER LLC 08/03/2022 196.96 0.00 0 - Closed 2
30 2023 12001561 'WAREHOUSE 08/04/2022 1,366.64 0.00 0 - Closed 2
Ell 2023 12001562 PERIMETER OFFICE PRODUCTS INC 08/04/2022 122341 0.00 0 - Closed 2
32 2023 12001563 ERIC ARMIN, INC. 08/04/2022 1,559.63 0.00 0 - Closed 2
33 2023 12001564 'SCHOOL SPECIALTY LLC 08/04/2022 163.00 19.04 8- Printed 2
34 2023 12001565 AMAZON CAPITAL SERVICES INC. 08/04/2022 195254 0.00 0 - Closed 2
35 2023 12001566 PEARSON ASSESSMENT 08/04/2022 435.80 435.80 8- Printed 2
36 2023 12001567 PITSCO EDUCATION LLC 08/04/2022 585.00 0.00 0 - Closed 2
37 2023 12001568 SPHERO INC 08/04/2022 1276.84 0.00 0 - Closed 2
38 2023 12001569 REALLY GOOD STUFF LLC. 08/08/2022 111193 0.00 0 - Closed 2
39 2023 12001570 (COSTCO WHOLESALE CORPORATION 08/08/2022 274335 0.00 0 - Closed 2
40 2023 12001571 'SCHOOL HEALTH CORPORATION 08/11/2022 50.88 0.00 0 - Closed 2
41 2023 12001572 'SCHOOL NURSE SUPPLY 08/11/2022 178.05 0.00 0 - Closed 2
42 2023 12001573 'GREENWOOD PUBLISHING GROUP LLC 08/11/2022 65.00 65.00 8- Printed 2
43 2023 12001574 PERIMETER OFFICE PRODUCTS INC 08/11/2022 393.39 0.00 0 - Closed 2
. a4 2023 12001575 I FARNING A-7 08/15/2022 433200 000 0-Closed 2 5 M
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Sort any of the columns by simply clicking on the column heading.  
To add or remove columns from the display screen, right click in any of the column headings.  Select the columns you wish to view, or clear those you wish to hide by clicking on the column title.  The display will be reformatted according to your selections.  When you create an output file or report from a browse screen, the output does not include columns that you have hidden on the screen display.

Select a record by double clicking on the record.

Export to Excel - From the browse window, click the Excel icon [image: image11.png]


 on the toolbar to create an Excel spreadsheet of the active set of data.  Only the columns that are displayed in the browse window will be exported.  
[image: image12.png]AutoSave

munistemp2210141

Fle  Home Iset  Pagelajost Formuas Data  Review View Help
By Kea T Kk B 9 |t | J B o2 s Good 1 e [~ | R B [H] | 2 dy O | [@)
puse E:‘:w NICIEENrTY e cor < | § < % 3§ | St ramets oplnatory... foloucdiv. tpetie  [WPRLII] S| | et dee romat | O e fraa | s

Clipboard [l Font [l Alignment [l Number [l Styes celts Editing Anasis

AL - £ | Record Number

A ] c [) 3 F s H ! ] K L N o [ a R T v w x Y z
Record Number [vear  pox Vendor Name PODate  OrderAmount Balance Status Fiscal Period
T 202312001532 AMAZON CAPITAL SERVICES INC. 07/20/2022 3815 0.000-Closed 1
2 2023712001533 'SOUTHPAW ENTERPRISES INC 07/20/2022 1,990.38 0.00 0- Closed 1
3 202312001534 INSIGHT PUBLIC SECTOR INC 07/20/2022 29198 0.000-Closed 1
2 202312001535 GIMKITINC 07/20/2022 650.00  0.000-Closed 1
5 202312001536 SCHOOLSPECIALTY LLC 07/20/2022 58851 0.000-Closed 1
§ 202312001537 SCHOOLSPECIALTY LLC 07/20/2022 47270 0.000-Closed 1
7 2023712001538 GREENWOOD PUBLISHING GROUPLLC  07/20/2022 1,035.00 0.00 0- Closed 1
8 202312001539 AMAZON CAPITAL SERVICES INC. 07/20/2022 59400 0.000-Closed 1
9 202312001540 LITERACY RESOURCES LLC 07/20/2022 43060 0.000-Closed 1
10 202312001541 PERIMETER OFFICE PRODUCTS INC 07/20/2022 14117 0.000-Closed 1
11 2023712001542  PERIMETER OFFICE PRODUCTS INC 07/20/2022 51620 0.000-Closed 1
12 2023712001543  PERIMETER OFFICE PRODUCTS INC 07/20/2022 14222 0.000-Closed 1
13 2023712001544 PERIMETER OFFICE PRODUCTS INC 07/20/2022 19215 0.000-Closed 1
14 2023712001545 PERIMETER OFFICE PRODUCTS INC 07/20/2022 12200 0.000-Closed 1
15 202312001546 IDISMISS LLC 07/20/2022 19900 0.000-Closed 1
16 2023712001547 FIT AND FUN PLAYSCAPES LLC 07/20/2022 1,370.00 0.00 0- Closed 1
17 2023712001548 SOUTHERN COMPUTER WAREHOUSE  07/20/2022 22050 0.000-Closed 1
18 202312001549 AMAZON CAPITAL SERVICES INC. 07/20/2022 74553 0.000-Closed 1
19 202312001550 AUTISM-PRODUCTS.COM 07/20/2022 18900 0.000-Closed 1
20 202312001551 EDUCATION GALAXY LLC 07/20/2022 510000  0.000-Closed 1
21 202312001552 MERGE LABS INC 07/20/2022 2,565.11 0.00 0- Closed 1
22 202312001553 PERIMETER OFFICE PRODUCTS INC 07/27/2022 1,107.84 1,107.84 8- Printed 1
23 2023712001554  WEVIDEO INC 07/27/2022 299.00 299,00 8- Printed 1
24 202312001555 WEST MUSIC CO 07/27/2022 2,395.39 0.00 0- Closed 1
25 2023712001556 ROCHESTER 100 INC 07/27/2022 29000 0.000-Closed 1
26 2023712001557 AMAZON CAPITAL SERVICES INC. 07/27/2022 45853 458.53 8- Printed 1
27 2023712001558 NEARPOD INC 07/28/2022 2,600.00 0.00 0- Closed 1
28 202312001559 BLICK ART MATERIALS LLC 08/01/2022 565540 0.000-Closed 1
29 202312001560 SPEECH CORNERLLC 08/03/2022 19695 0.000-Closed 2
30 2023712001561 WAREHOUSE 08/04/2022 1,266.64 0.00 0- Closed 2
31 202312001562 PERIMETER OFFICE PRODUCTS INC 08/04/2022 1,223.41 0.00 0- Closed 2
32 2023712001563 ERICARMIN, INC. 08/04/2022 1,559.63 0.00 0- Closed 2
33 202312001564 SCHOOLSPECIALTY LLC 08/04/2022 16200 19.04 8- Printed 2
34 2023712001565 AMAZON CAPITAL SERVICES INC. 08/04/2022 1,952.54 0.00 0- Closed 2
35 2023712001566 PEARSON ASSESSMENT 08/04/2022 43580 435.80 8- Printed 2
36 202312001567 PITSCO EDUCATION LLC 08/04/2022 58500  0.000-Closed 2
37 2023712001568 SPHERO INC 08/04/2022 1,276.84 0.00 0- Closed 2
38 202312001569 REALLY GOOD STUFF LLC 08/08/2022 1,111.93 0.00 0- Closed 2
39 2023712001570 COSTCO WHOLESALE CORPORATION  08/08/2022 2,743.35 0.00 0- Closed 2
20 202312001571 SCHOOL HEALTH CORPORATION 08/11/2022 5088 0.000-Closed 2
21 2023712001572  SCHOOL NURSE SUPPLY 08/11/2022 17805 0.000-Closed 2
22 202312001573 GREENWOOD PUBLISHING GROUPLLC | 08/11/2022 65.00  65.00 8- Printed 2
23 2023712001574  PERIMETER OFFICE PRODUCTS INC 08/11/2022 39339 0.000-Closed 2
24 202312001575 LEARNINGA-Z 08/15/2022 433200 0.000-Closed 2
45 2023712001576 AMAZON CAPITAL SERVICES INC. 08/17/2022 2,375.42 0.00 0- Closed 2
26 2023712001577 STAPLESINC 08/17/2022 3757 37497 8- Printed 2
47 2023712001578 SHARON ELEMENTARY 08/17/2022 1,130.00 0.00 0- Closed 2
28 202312001579 COGNIA INC 08/17/2022 2,000.00 0.00 0- Closed 2
29 202312001580 SHARON ELEMENTARY 08/23/2022 500.00 50000 8- Printed 2
50 202312001581 THE SCHOOL BOX INC 08/23/2022 1,454.13 0.00 0- Closed 2
51 202312001582  SCHOOL OUTFITTERS LLC 08/23/2022 24585 0.000-Closed 2
52 202312001583 PERIMETER OFFICE PRODUCTS INC 08/23/2022 2,217.97 0.00 0- Closed 2
53 202312001584 BLICK ART MATERIALS LLC 08/23/2022 46845 0.000-Closed 2
54 2023712001585 PEARSON ASSESSMENT 03/14/2022 43580 435.80 8- Printed 3
55 202312001586 CHILD 1ST PUBLICATIONS LLC 03/14/2022 67289 0.000-Closed 3
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You can manipulate the data within Excel as you would with any other spreadsheet.  Save the Excel file with a new name.
Display – allows you to view a report on the screen of the found records.  

Click the Display icon [image: image13.png]


 on the toolbar (or File > Display).  The following box appears:
[image: image14.png]o PO Inquiry Report Type Select





Select an Option (Profile, List or View PO).  
· If Profile is selected, a profile report for the current record that is displayed within Purchase Order Inquiry will now be displayed within the formatted Display Page. You may also display this report in PDF format.
· If List is selected, the PO List Report for all records in the active set will now be displayed within the formatted Display Page. You may also display this report in PDF format.

· If View PO is selected, the purchase order for the current record that is displayed within Purchase Order Inquiry will be displayed within the formatted Display Page. You may also display this report in PDF format.
Print – the Print Icon [image: image15.png]print



 on the toolbar will send a report directly to your default MUNIS printer. .  To choose a specific printer or print multiple copies you must use the File > Output option from the menu. 
Click the Printer Icon [image: image16.png]print



 on the toolbar.
Choose the desired printing format (Profile, List or View PO) and click Accept [image: image17.png]Accept



.  

· If Profile is selected, a profile report for the current record that is displayed within Purchase Order Inquiry will now be displayed within the MUNIS Display Page. You may also display this report in PDF format.

· If List is selected, the PO List Report for all records in the active set will now be displayed within the MUNIS Display Page. You may also display this report in PDF format.

· If View PO is selected, the purchase order for the current record that is displayed within Purchase Order Inquiry will be displayed within the MUNIS Display Page. You may also display this report in PDF format.
Your report will print to your default MUNIS printer.
File Output – the File Output option provides you with several options to output a report.  These are the same options as defined above and also include an option to select a different printer than your default, print to a local printer, print more than one copy, or you can give your spool file a different name than the default.
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