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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

Tyler Menu

Search

v~ Munis
v Financials
> General Ledger Menu
> Budget Processing
v Purchasing
> Setup
> Purchase Order Processing
v Purchase Order Inquiry and Reports
Purchase Order Central
Expenditure Central
| Standard PO ReEorts |
Vendor Inquiry
Purchase Orders by GL Account
Purchase Order Inquiry
Purchase Order Asset Export
Purchase Order Receiving Report
Purchase Order Summary Report

Raraint lnAanins hu BDuarnhaca Ordan

REFRESH
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Standard PO Reports [FNON-PRODUCTION* v2018.1 MID-DEL SCHOOLS]

Repart Options

Open PO by Account
PO by Due Date
PO by Wendor
PO by Commodity Code
PO Audit Report
Encumbrance by PO Mumber

Capital Asset Purchase Orders

2. Click on Encumbrance by PO Number.

Open Encumbrance by PO Number

= (Er!
€ Gz & @ O = G D (<]
Back Cutput Print Display PDF Save Excel Define Schedule
Export
General
Report Summary ® Detail

¥ Include GL account information
Initially sort by Dept/Loc

Inclusion options

PO fiscal year Current = 2020
POs * 20000000 to 20399939
Include zero balance POs
Include carry forward POs

Dept/Loc to zzz77
Fund 1 to il
Project. to IIITIFEIEE
Function/Rev to Zz777777IZ
Program to TR
Subject to IITIITIEIZ
Job to 2777777777
Site to 227777772
Org to IIZTIFIE
Object to 7z

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

General

Report Summary (® Detai
#| Include GL account information
Initially sort by Dept/Loc

Inclusion options
PO fiscal year Current d 2020
POs * 20000000 to 20999959
nclude zero balance POs
nclude carry forward POs

Dept/Loc to IIIIT
Fund 1A to 1A
Praoject. - to zrzzIETIIZ
Function/Rev to 7777777777
Program e to IZZZIITIIZ
Subject e to zrzzIETIIZ
Job e to prrrserrrid
Site e to prrrserrrid
Org e to IzzZIZIIZ
Object to 7777

*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 Accest
It will show you at the bottom how many records were found, if any.

Change report options
1 Record(s) Found.
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Report Options

To export this report you may select different options from the toolbar.

€ z & [@d |B H G D o

Back Cutput Print Display PDF Save Excel Define Schedule
Export
General
Report Summary '® Detail

*| Include GL account information
Initially sort by Dept/Loc

Inclusion options

PO fiscal year Current - 2020
POs = 20000000 to 209999599
Include zero balance POs
Include carry forward POs

Dept/Loc to IFITT

Fund 11 to 11

Project. to FFIIIIFFIZ
Function/Rev to IFIITIIIIE

Program to ZEZITIFIEE

Subject to FIIITTFFIZ

lob to IFIZFIIIIE

Site to FFIZTTFIIZ

Org to Frrrsarrs -
Object to 2777

Change report options
533 Record(s) Found.
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Export to PDF

click EBPOF 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.

File Edit View Window Help
Home  Tools mu05145001.pdf X B ® A

O O B Q ® @ 1 o A MO @ ne -~ B T oo ‘

02/20/2020 09:55 *HON-PRODUCTION* v2018.1 MID-DEL SCHOOLS P
kduckworth OPEN ENCUMERANCE BY PO WUMBER REPORT poreport
Detaill Report for: 2020
PO # Vendor Name Account Amount Ordered Amount Lig/Cancel Amount Open

20000032 00B652 Bank of America, N.A
11.056.52620.0616.000.0000.000.915 500.00 .00 500.00
Erinted Dept/Loc 9003
20000060 001290 Warren Products Inc
11.145.525872.0616.000.0000.000.900 50.00 oD 50.00
Erinted Checlk *+=*we=+ 09/13/19
11.145.52572.0619.000.0000.000. 900 1,150.00 B3_48 1,066.52
Preview

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

Save

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

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

e Save the document to your Munis spool directory and rename the file if needed.

e PDF the report.

e Display the report

Cutput type
(®] Munis printer Printer name: LOCAL [.][ Properties |

'j: ! Status: Available
-~ PDF ID: lo
\_! Display
Type: Command/script

Comment: Cutputs to a printer available to the Munis server. You may
accept the default or select a different printer from the list.

Report fitle
OPEN ENCUMBRAMNCE BY PO NUMBER REPORT

Qutput style Cutput options
O Presentation Landscape Copies 1 A ¥
'®) Standard Enable hyperlinks if present

OK | | Cancel
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