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HOW TO UTILIZE PURCHASE ORDER INQUIRY

1.0

2.0

Purchase Order Inquiry - Purpose

The MUNIS® PO Inquiry program provides real time information about purchase
orders. The program has a multitude of uses including (but not limited to):

Inquiry about purchase orders by vendor, status, fiscal year, etc.
Inquiries about invoice liquidation against purchase orders
Receiving information for a purchase order

Tracking changes against a purchase order

Tracking activity for a purchase order

M

Purchase Order Inquiry - Prerequisites

The following database tables must be populated prior to the entry of a requisition
(recommended tables are not required but strongly recommended).

Chart of Accounts

PO Parameter Table

Requesting Department Table

Bill to/Ship to Table

Workflow Business Rules for Purchase Orders

Vendor Master

User Security linking the entry user to a default Department Code
(Recommended)

Nk W=
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3.0 Purchase Order Inquiry - Data Flow

3.1 Overall — From a Requisition
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3.2  Integration to Other Modules/Tables

Munis Main Menu ¥1.35 - MUNIS 2005 Database: mu_munis - munis - 09/02/2005 - [Purchase Order Inguiry - MUNIS [MUNIS 2005 Database: mu_m... E”E‘g‘

B X

iz Edt Tools Help

] = & & 0 [E2
Action
/0 Mumber Create Date  |09/02/2005
Fiscal 'r1/Per I0E: Change Date  |09/02/2005
Dept/Loc Status 6| Posted
GL Find Wi b Dell Computer T W] HORMaL
Detail Find Gen Commodiy Review code
Requisition |/ bossozos otk Drder
oo /4 oty
ine: Ordfred Liquidated Balance GL Aocount [Tst]
4,399.80 0.00 439980 |01400252030
159.80 0.00 159,80 | 01400252030
OTAL 455960 | [ 4,553.60

2 Detail = Receiving| |2 PO MNotes
[view line item detail for the current PO,

I/ a— N [ Y

Sufimary o funts for the Purchase Order,

| @4 2005 SCREEM SHOTS... | [#] Genera Desktap Client Munis Main Menu vi.... |

-~ Connection of muis ... LAY P 1008 an

Dept from Requesting Department Table

Commodity Code from Bids Management

Requisition # from Purchase Requisitions

Org/Object from General Ledger

Work Order number. Work order Activity
from Work Orders

4.0  Purchase Order Inquiry - Process

4.1 Overview

The Purchase Order Inquiry screen has summary information about the
purchase order header and detail. It shows how much has been liquidated
against a purchase order and the open balance.

MUNIS Implementation Training Manual
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Munis Main Menu ¥1.35 - MUNIS 2005 Database: mu_munis - munis - 09/02/2005 - [Purchase Order Inquiry - MUNIS [MUNIS 2005 Database: mu_m... |ZHE|&

File Edt Tools Help

= & & ] @
Action
PO Murber (| Create Date
Fiscal r/Per Change Date
Deplt/Loc Status O .
ELANS ] verdartumber || Tope O Header section
Gien Commodity Review code
Reduisition [ work Oider [ |
Bz 1 sy [
ctivity Line Ordered Liquidated Balance GL Account [1st)
\
Line Detail section
TOTAL | | | [

& Detal | [ Receiving] [ PO Motes

Al cezo DD @IE]

Summary of GL Accounts Far the Purchase Crder.

The Header section contains information relative to every Line Item — PO
Number, fiscal year/period the PO was created, Department/Location,
Vendor Number, etc.

The Line Item section contains specific information on dollar amount
ordered, amount liquidated, and balance.

MUNIS Implementation Training Manual
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4.2

Finding a Purchase Order

From the Main Menu:
Dept Menu
D.) PO Inquiry
This program can also be called from Invoice Entry/Proof

Click the Find button

¢ . This will position you in the purchase order

number field of the inquiry screen.

Munis Main Menu v1.35 - MUNIS 2005 Database: mu_munis - munis - 09/02/2005 - [PO Inquiry Find]

Fle Edt Toos el
v 4
Purchase Order
Create Date
Fiscal Year/Period
Meeded by Date
Status
Type
Gen Commadity
DeptiLac
Requisition No
Contract
work Drder
Vendor
Status
Name
General e
Class code

Georaphic code

Purchase Order Number,

PP — T <
/4 start Gz -

| &} 2005 SCREEM SHOTS...

EER

]|

uuuHuUHHHUU“HH

Funis Hain Menu vl ..

’y[f]l_f B o:46am

The most common way to find a purchase order is to type in the purchase

v

order number, and then click the Accept button ¥ .

Other query methods: if you do not know the PO number, you can find by
all of the fields highlighted in white, or a combination of any of the fields
highlighted in white.

The purchase order shown below has been partially liquidated. Itis a
status 6 — Posted (not printed).

MUNIS Implementation Training Manual 7
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4.3

Munis Main Menu v1.35 - MUNIS 2005 Database: mu_munis - munis - 09/02/2005 - [Purchase Order Inquiry - MUNIS [MUNIS 2005 Database: mu_m... ‘;“ﬁ‘&‘
5
File Edit Tools Help
] # = & & 0 [E2
Action
P/0 Number Create Date  [09/02/2005
Fiscal Yi/Per Change Date  [09/02/2005
Dept/Loc Status 6| Fosted
GEgg Wendor Number Dell Gomputer Type ] HOAMAL
Detail Find Gen Commodity Review code
Requisition 0650205 work Oder | 0]
Contact I P
Line Ordered Liquidated Balance GL Account [1st]
1 4,399.80 2,077.50 232230 |01400252030
2 159.80 0.00 159,80 |014002:52030
TOTAL | 455960, | 207750/ | 24820
= Detl | [ Receiving] [ PO Notes
(KN 0]
Summary of GL Accounts for the Purchase Order, R

14 start @G o * | @l 2005 SCREEN SHOTS... | [f] Genero Desktop Client Munis Main Menu v1.. -+ Connection of munis ... & [l BB 10:18 am

Action Keys

Action keys are found to the left of the purchase order header information.
These keys operate on the active set of purchase orders.

Accounts - Displays all of the GL Accounts for the current purchase
order, with the order amount and balance.

Munis Main Menu v1.35 - MUNIS 2005 Database: mu_munis - munis - 09/02/2005 - [Purchase Order Inquiry]

Fie Edit

v X & 2

GL Account Ordler Amaurt Balance
0202 1001 13500

Invoices — summarizes invoice information related to the purchase order.
In the example below, 1 invoice has been applied against purchase order
#19 in the amount of $2,077.50. Warrant number and voucher number are
shown from A/P Invoice Entry.

The invoice has not been paid - there is no check number.

MUNIS Implementation Training Manual 8
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Munis Main Menu v1.35 - MUNIS 2005 Database: mu_munis - munis - 09/02/2005 - [Invoice’s For: P.0O.: 200¥r: 2006 Per: 3] %)
SE
File Edit
v X Y=

Inwoice Woucher

0o

Invoice Amount Liquidated Amount

GL Find — to find all purchase orders with a particular G/L Account, i.e.
all purchase orders with an object code 52030 — Equipment.

To query click the Find button & , enter your information then click on
the Accept button ¥ .

Munis Main Menu v1.35 - MUNIS 2005 Database: mu_munis - muni

File Edit Tools Help

v X

Function
Department
Division
ety
-
s
Ot
Praject

Detail Find - queries the active set of purchase orders by line item detail,
i.e. information that comes from Commodity, Inventory; Fixed Assets (Y
or N), 1099 and Bid information.

Munis Main Menu ¥1.35 - MUNIS 2005 Database: mu_munis - mu

File Edit Tools Help
v X @
PO Detail

Item Detail l:l
Commodity l:l
Dezcription l:l
Line Tatal Amaunt l:l
Fized Asset D
1039 Box ]
B —

MUNIS Implementation Training Manual 9
Tyler Technologies, MUNIS Division



MUNIS®

MUNIS Training Manual 2005

4.4

Changes — shows any changes for the purchase order displayed. For
example, liquidation information changes in purchase order vendor or
amount.

Munis Main Menu v1.35 - MUNIS 2005 Database: mu_munis - munis - 09/02/2005 - [Purchase Order. Inquiry]

File Edit

X [EN=N @

Item Degeription Dated By User Metw Value
001 LIQUIDATION 0970272005 s 207750
000 Wendar 09/02/2005 s 34
000 Record Added 03/02/2005 s

001 Amount J= &1

005

Activity — shows all activity associated with the current purchase order,
including the used ID of the person the performed the activity, the date of
the activity, and document information. In the example below, the
following activity has taken place:

PO was entered and released; PO was Posted; Items were received against
the PO, and Invoice was created that liquidated the PO in some form (fully
or partially), the Invoice was posted and is ready for payment. The
Document column shows the vendor number and the invoice number.

Munis Main Menu v1.35 - MUNIS 2005 Database: mu_munis - munis - 09/02/2005 - [Purchase Order Inquiry]

File Edit

X L& 2

Document

munis 09/02/2005 PO Received
Ui 09/02/2005 In Created 000034 D156521EAE2
nunis 09/02/2005 Irvy Proof Posted 000034 D156521EAE2

Approvals — Where workflow is in use, this displays all workflow activity
for a particular purchase order.

Folders

When additional information is available about a purchase order one or
more of these folders & will be highlighted. For example, if your site
does not use PO Receiving that folder will be grayed out. Below is a
description of each folder.

MUNIS Implementation Training Manual 10
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Detail - Click on the Detail folder icon &, The first line number will
be highlighted. Point and click to select the appropriate line item
> W

number to see detailed information. Click ‘Accept

Munis Main Menu v1.35 - MUNIS 2005 Database: mu_munis - munis - 09/02/2005 - [PO Detail Recornds]
=&
File Edit Tools Help

v X

o ) —| Unipice [ fosagsoon]
Commodity

Invertory Item

0
438,80
Description
INSPIRON 1150, \/I-FI READY Add| Desc/Notes N |

Miscellaneous

1093Box || Fired Asset Reauired By
DeptiLoc [Public Works Depa | Bid [ Notify Buyer

GrL Allocalions |

Seq Org
01 074002

This screen should look familiar — it is similar to the Purchase Order
detail screen in PO Entry.

Once reviewed, click the ‘Accept’ ¥ button to return to the main PO
Inquiry screen.

Receiving — when you are using the PO Receiving program, you’ve
added a record indicating full or partial receipt of goods and services
for a particular purchase order. That information can be reviewed here
by clicking on the Receiving folder &,

MUNIS Implementation Training Manual 11
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Action

Here is an example of a receiving record...

File Edit Tools Help

Purchase Order  Fiscal Yt

INSPIRON 1750, W/1-FI READY

PO 20/ Line o

Munis Main Menu v1.35 - MUNIS 2005 Database: mu_munis - munis - 09/02/2005 - [PO Receiving Records]

This is the first o three (3) erpected shipments, Compenents were recevied in undamaged
packaging. and in warking order.

Retumed Quantity 0

Comments

Quantity  Ordered 4.0 Received Ta Date 20 Remaining 20!
Received Quantty Dollar Amount [ 2193.30|  Date [09/15/05 |
Comments By |munis

When accessing this information from PO Inquiry, the summary

screen shows the following:

File Edit
i X k& =
Item Description Dated By User Quantity

Munis Main Menu vi.35 - MUNIS 2005 Database: mu_munis - munis - 0%/02/2005 - [Purchase Order, Inguiry]

File Edit Tools

Action

Help

For more detail on the items received, click on the ‘Accept’ button

Munis Main Menu v1.35 - MUNIS 2005 Database: mu_munis - munis - 09/02/2005 - [PO Receiving Records]

@)

Purchage Order  Fiscal Y 2006/ PO Line
INSFIROM 1150, W/I1-FI READY
Quantity  Ordered Feceived To Date Fiemaining
Received Duantity Daolar Amaount 219390  Date [09/415/05
Comments By

Thig iz the first of three (3] expected shipments. Components were recevied in undamaged
packaging, and in working order.

Feturned Quantity

L 49

Comments

MUNIS Implementation Training Manual
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5.0

4.5

PO Notes — to display any notes for the selected purchase order.

What-If?

Q: Can the invoice amount exceed the liquidation amount?

A: Yes, but the purchase order can only be liquidated for the open
amount. Use the Invoice action button to compare the invoice —amount of
a purchase order to the liquidated amount.

Q: What happens when an invoice is voided after it fully or partially
liquidates a purchase order?

A: The invoice is shown as “deleted” on the Activity screen, and the
Purchase Order is shown as “reencumbered” on the Changes screen.

Q: Can I print the PO?

A: Yes. You may also print a list of all PO’s in the active set and/or a
profile of a purchase order. All of the print functions are active here
(Display, Print, Spool.)

Q: I notice that I can export information to MUNIS Office?
A: Yes. You may export to Excel and Word, and use the paperclip
function.

Purchase Order Inquiry - Self-Study Exercises

Find a purchase order using the vendor number, or a combination of fields
other than the PO number or creation date.

Use the appropriate action key to determine what invoices have liquidated a
purchase order.

Is there any PO Receiving information? How do you know?

Use the appropriate action key to determine if there are any changes to a
purchase order.

Export information from the active set to Excel or Word.
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