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Standard PO Report 
 

Description of Report 
This report lists PO totals by a range of PO numbers. Both Detail and Summary show ordered, 
liquidated, and open amounts by PO #. The Detail report includes PO line information. 

Procedure 
To create a Standard PO Report: 

1.  Open the Account Detail History Report. 
Financials > Purchasing > Purchase Order Inquiry and Reports > Standard PO Reports 
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2. Click on Encumbrance by PO Number.  
 

 
3. Click Define in the menu ribbon. 
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4. Enter your desired report options.  

 
*You can select PO Fiscal year as Current or Next 
*You can select a specific range of POs, just one PO, or all of your POs choose like above. 
*If you leave the two boxes unchecked then you will get all of your Open POs. 
*If you check Include zero balance POs then it will give you all of your POs (open and 
closed) 
*If you check Include carry forward POs then it will include POs that you had open as of 
June 30 of the last Fiscal Year. 
**For Allocated: Enter your fund and your site’s Project and then leave the rest as you see 
above. 
**For Activity: Enter Fund 64 and your site. 

 

5. Click  
It will show you at the bottom how many records were found, if any.  
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Report Options 
To export this report you may select different options from the toolbar.  
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Export to PDF  
 

Click  from the toolbar menu to create a PDF copy of the report.  You are then able to 
print or save this report to your computer. 

 

Preview 
Click  to view a report of the records on the screen in txt format. 

Save  

Click  to save a report to the Munis Spool directory. These files can be viewed, printed, or 
deleted at any time and are accessible through the Saved Reports program, which you can 
access from the Departmental Functions menu or by clicking Reports on the My menu in a 
program  
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Print 

Click   to send the report directly to your default printer.  The printer options menu comes up 
so that you can do the following: 

• Choose a specific printer.  By selecting Local, your default printer setting will 
display next so that you can print multiple copies. 

• Save the document to your Munis spool directory and rename the file if needed. 
• PDF the report. 
• Display the report 
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