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Purchase Order (PO) Settings and Forms
Generating Purchase Orders

PO Types

Printing POs

Purchase Order Reports

Receiving Purchase Orders through Invoice Entry
Backorder Amounts

What is a Purchase Order?

A. SchoolBooks allows you to record items to be _ ORDERED ___ on preprinted

forms or plain paper.

Purchase orders provide signature lines which note that a requested item or
service has been approved by the appropriate authorizing individual(s).

. The purchase order can be sent to the _ VENDOR __to place an order for

needed supplies and/or services.

. Why use a purchase order? Because you are responsible for recording that all

purchases are approved by the _ ADVISOR . The purchase order protects
you, the principal, and your students.

Things to think about:

1.

2.

Do you need SchoolBooks to print the purchase order, or just record it?

Do you want SchoolBooks to print your purchase order after each entry or all at
once in a batch?

Are you printing on a Blue Bear form, your own form, or blank paper? You'll
need to align your forms so they print correctly.
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Purchase Order Settings:

\ Customize - Play School High
School Data Accounting ]
School Mame

Address Line 1

School

UDFs

Flay School High School
13240 Evening Creek Drive Sa

] Month End ]cherSettings] Defaults ]

Al Selective Imports

D ate Farmat

[

01./431/05 -

Cron't Prompt

Frint in PO Enty Screen.

eport Date Starting at

07/01/04

Tracks Item Folder

Tracks Impart Falder

C:%Program Filezs\BlueBear TRDATANZPLAY
C:%“Program Files\BlueBear SEDATAZPLAY"

L)

Allow Selective Imports |:| Dron't Prompt ta Print in PO Entry Screen.

Date Farmat 01./31/05 - Repart Date Starting at | 07/01/04

Account Mask 9333-33-33

Backup Manager Alwayz \Wam - Usze Auto-Complete

Default 'Auth By' v alue tary Smith Make thiz Schaoal Read-Only I:‘
Enter a name that will automatically be placed in the field for “Authorized By on every sc ZPLAY 0310708

istomize - Play School High School

School Data Acrounting ] UDFs
Federal Tax ID F31234567
School ID PLY
Fizcal 'ear Begin Date 070104
. 06/30/05
Allow Reprint Purchase Orders (4 Z —
kol set -
Sales Tax Rate [Like 7.75] 0.000
Use Sales Tanin Receipts [
| S—
Default Line Type in PO & Iny D etail Amount * | |5

£0 Formz Are Pre-Mumbered:

Go to:

abrwnNPE

] Month End ] Other Settings ] Defaults ]
Allows R eprint Purchase Orders
ST e
Recalc Balances on Startup
Show Export Number in GL Acct Maint [
Frompt ‘when Overdrawing Account
Dian't Prampt far Expense Accounts
Show Categary in GL Transactions []
Default Line Type in PO & lny Detail Amount ¥
£
Include in Consolidations |
Azzign Rec Mo but do nat print
School Type -
Use Sub-dects |:| Take Type from Segment -
FPLAY 03410406

Management/Customize/School Settings
On the School Data Tab.

Select “Don’t Prompt to Print in PO Entry Screen” to print POs in a batch.

Select the Accounting Tab
Select “Allow Reprint Purchase Orders.”

Select the “Default Line Type” and “PO forms are pre-numbered” option.
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Purchase Order Form Settings:

To format signature lines and include general information:
Goto: Management/Customize/School Settings.
1. On the UDFs Tab.
2. Enter in signature lines and general information in the PO Memo section.

IS Customize - Play School High School

ﬁchDDIData] Accounting ] UDFs @Munth End ]

GL Account Uszer-Defined Fieldz
UDF1 | | uDFz | |

Purchaze Order Memos

temao 1 |.-“-‘-.|:I'-.fi$|:ur * )
temo 2 |Student Fep#
|
|

temo 3 | Purchasze Orders Expires B months from

temo 4 | original order date|

To edit PO reporting fields
Goto: Management/System Maintenance/Forms/PO Forms

3. Select drop down under “Load Template” to choose appropriate PO form.
4. “Select Data or Text” to include additional reporting fields.
5. Use left mouse button to move fields to desired location.

|S PO Header Form - Play School High School

Select Data or Text |F'D Mo Text b | m
Load Template -
F'reprinted Form
Blank Paper
Load From Other School
Load From External File
HERETATA EHIFRANE DATA
EDDRTDATA EHIFADDET DATA
BEDDRZDATA EHIFADDEZ DATA
ENDND TATA EHONE TATAH
Ch ZPLAY 12/22/08
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Generating Purchase Orders:

The Header Tab: New purchase orders can be entered two ways:

1. Computer PO: Clicking on the “# " button (Alt-X will do the same thing). You'll be

prompted to enter the number when you print.

2. Manual PO: Typing the

PURCHASE ORDER NUMBER

in the number field tells

the program that there is no need to print it.

|S Purchase Order Entry - Play School High School

EoX

PO Number NEWDDD24 [0 Date |02/24/06 Amount 00
“endor Mumber | GREEM Q Green Photography Company
1. Header ] 2Detal | 3Addess |
Wendor | Green Photography Company Auth By Joh @ Bear
Address 1 | BE22'W. Jefferson Blvd. Feq Mumber
Address 2 [rate Required
City San Diego Cancel Date
State CA Zip | 91209 Separate Chk I:‘
Tems Met 30 days Tupe Standard -
ShipVia  |UPS Graund FELEIE
ulki+fendor
KIS0 (s [0 Goee 136 ]2 5)
Select PO Type CH ZPLAY 02/14/08

The Detail Tab:

There are three types of purchase
orders:

1.

STANDARD Normal
everyday orders. Removed from
Open PO file when received.

BLANKET : Open PO for a
large amount to one Vendor used
multiple times.

MULTI-VENDOR : Gives you
the ability to use one PO for
several different Vendors. Most
often used for paying officials.

|S Purchase Order Entry - Play School High School

PO Number

There are three line types: Vendor Nurber | HARPER
1. Header ] 2 De
ITEM: if you wish to enter an e (TR < o

item number on the PO or order | , e ey smin

an Item normally sold in Tracks. Categary =
AMOUNT: if you wish to record ~Drigina
the total for the requested - =

item(s) and/or service.
COMMENT: if you wish to add
a comment about the item,
about the shipping, or about the
order.

Line Stat Type ltem

NEwD0DT0 [3]

|

PEMC
GL

il

Received

Date | 01/04/06 Amaunt 37.00
Harper Dffice Products
3 Address ]
|tern
ILS Q Purpoze Pencils
42504012 ) swdents| Cornrmemt
Backorder Unit Cost Taxable Rate Tax Freight
a 0 35|11 4 200
]| — AT
GOty Ot O Cost Amount Tax Freight Total
Od  Rec EO GL Account Category
100 1} 1] 3 .0o 200

&1 Backarder

[# Accept l@ Cancel la Delete

Enter PO Type

Chd ZPLAY 01/04/06
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Printing Purchase Orders:

There are two ways to print purchase orders:

A. _INDIVIDUAL _at the time they are entered. This is the program default.

B. BATCH printing several at a time you decide.

FEX

Please click Ok if this iz the comect number for the next PO

|S Next Purchase Order

or enter the comect number here.

QKI@ Cancel

Mext PO Mumber

-
CEX
File Maintenance B=gigM Journals Reports Period End Management Help
Purchase Order Entry

Print Purchase Orders

Invoice Enfry

lS Print Purchase Orders - Play School High School |Z||E|E|

| Adabe PDF on NeD1:

8 LCancel l 2 Setup

Press to wiite/rewrite recornd Ch ZPLAY 02/14,/06
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Purchase Order Reports:

Open Purchase Order: Play School High School
Unpaid or partially paid POs

OPEN PURCHASE ORDER REPORT - SORTED BY PO NUMBER

& 3 [
Criginal PO Current PO
PO# PO Date Amount Vender Vendor Hame Amount Date Needed PO Type
Type Stats  Qty/Amount Rec'd BiD OpenGty  Mtem Cost Amount Tax Freight Line Total
Item # Purpose Account & Desceription
101 030806 250.00 BOBSYR - Bob's Yearbook Productio 250.00 Standard
A Open 0.00 250,00 250,00 0.00 0.00 250.00
2001-00-00 - PSAT Tests
Purchase Order Totals 2.00 0.00 25000
Play School High Schoal
thletic Supply, | 436.00 Standard

PURCHASE ORDER HISTORY REPORT -DETAIL - SORTED BY PO NUMBER
Rangz: ALL

428.00 0.00 0.00 428.00
ming Dancs ~ Ex;

B Purchase Order Totals
Date PO PO Amt PO Amt oa0 200 a0
PO# PO Date  Vendor & Name Needed Type Original Gurrent
Type Status  QtyiAmount Recd 8/0 Open Gty  Item Cost Amount Tax Freight Line Total ra Shop 200.00 Standard
Item # Purpose Account & Descoription 200,00 000 Qo0 on00
00 - Homzcoming Dance ~ Expsl
101 03/08/06 BOBSYR - Bob's Yearbook Productio Std 250.00 250.00
Purchase Order Totals 0.00 0.00 200.00
A Open 250.00 0.00 250.00 250.00 0.00 0.00 250.00
Tast for Flax 2001-00-00 - PSAT Tests
Purchase Order Totals 250.00 0.00 0.00 250.00

Purchase Order History:
4024 09/29/04 WESTERN - Westem Athletic Supply, | std 436.00 436.00 A” POs issued dur|ng a

1 Open 1 0 0 1 438.00 438.00 0.00 0.00 438.00 .
Helium and Tanks £205-40-00 - Homecoming Dance ~ Expense penod
Purchase Order Totals 428.00 0.00 000 428.00
4025 07/01/04  SHIRTFOR - Shirts F orever Wholesale FPlay Scheal High School
A Toen 1,000.00 0.00 0.00

Senior Shirts 2105-00-00 - Cless

Purchase Order T

Apzount & Dessoription

Venaor WeraorHEmE Furpese 7O ® =0 omie TineToml Ene_Salnes

2001-00-00 - PSAT Tests

ok P rody

Q

a1 03405105
GL Account Totals

o
o
...
I
i

BOBSYR - Bobs Yea

250100,

Open Purchase Order Approval: 1540110 - Soccer - Bops
Print to obtain authorizing T
signatures

sazEae

GL Account Totals

2215-10-20 - Soceer ~ Girls
JNEDAL - Jack Nieda

GL Account Totals

2220-10-10 - Baseball ~ Bovs

WESTERN -W Athletic Su 4044 082804
Play School High School

PO CHECK CROSS REFERENCE REPORT
PO Mo Rang
Dstz Rangs:
Bank & Check
CheckMo. Drate Type Vendoron Check Invice Mo,  Purpose Amount
PO No: 4026 08/01/08 Vendor: WESTERN WWestern Athletic Supply, Inc. Orig Amt/ Diff: G50.00 150.00
A 2287 08/10/05 M W es tern Athletic Supply, Inc. 8977 occor Shorts £00.00 ToBe lssued ;

Check Total for PO 4026 500.00
PO No: 4028 08/01/08 Vendor: UNRENTALS United Rentals Orig Amt/ Diff: 2,000.00 12.00
A 2220 08/20/08 M United Rentals 2117 Tskles znd Chairs 1,988.00

Check Total for PO 4028 1,988.00
PO No: 4029 08/01/05  Vendor: ATHLET Athletic Supplies For All Orig Amt/ Diff; 100.00 PO Ch eCk CrOSS
A 22832 02/2800E C £841 £0.00
A 08/25/08 5841 z0.00 Reference: All checks

Check Total for PO 4029 100.00

paid against PO issued
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Encumbrances:

1. Now that a purchase order has been entered, the account balance will show the
Encumbered Balance.

2. Viewable on the GL Maintenance screen or on the Encumbrance Report.

|S GL Account Maintenance - Play School High School

Account # | 3105-00-00 [2] Desciption |Class of 2006 |
1. Main ] 2. Tranzactions ] 3 Encumbrances]
Advisor | rolanda ‘white | Income Budget 1.,000.00
Type | | Expenze Budget 1,000.00
Impart Type Surmmary A Current B alance 312115
Frint Group |CL.&SS [Q)] |Class Accounts | Current Encumb Balance

0 d ENd = 'a 00

President ez Phillips
S Karen Wells Account B | 3105-00-00 [QQ] Description | Clazz of 2006

Ihactive D 1. Main ] 2. Tranzactions ] 2 Encumbrances]

Current Balance 312115
mnnm Type | PO#AN | Date | Narme Amount|

FO 4051 02/24/08 Green Photography Compary 3235

Enter Current Balance

Encurmbered Balance 3.088.80

mnnm o Accept ll:?\ Cancel lx Delete

Encurbrance Histary Ch ZPLAY 02/14/08

Flay School High School

ENCUMBRANCE REPORT

Date Range: Through 24 452006
Account Range: 3105-00-00

Date Source Ref#  Description / Purpose Beg Bal Income Espenze Transfers Balance

Other Accounts

Account: 2105-00-00  Clazs of 2006
Advisor: Yolanda W hite
Beginning Balance 1,521.15
0FM00s DPOT-0D1 2 Terry Edwards Donation 2,000.00 3.821.15
0725056 MCO1-004 3286 Shirts Forever Wholesale Ou Senior Shirts a00.00 262115
09/05/05 DPO2-003 2305 Tom Edwards Donatian S00.00 312115
#ctual Closing Balance 152115 2.500.00 200.00 0.00 317115
Open Purchase Orders
0224406 4051 Green Photography Compan Photo Paper- SX10 Matte 24/pk 3235
Total Open Purchase Orders a2 35
Frojected Current Balance 2.500.00 Q3238 D.00 3.088.80
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Receiving Purchase Orders:

1. The way we show that an item or items on a purchase order have been received is to
enter an __INVOICE , showing the amount to be paid.

2. The purchase order may be received as all or partial amounts and may be modified
directly from the Invoice Entry screen.

Backorders:

1. SchoolBooks has the ability to keep track of backorders until they are received or
removed.

2. Backorders will continue to encumber an account until they are either received or

removed.
IS Invoice Entry - Play School High School |:||:|fg|
Wendor | GREEM [k%] | Green Photography Company | Aimount
Irviice |435?D? [%] Date Balance
1. Header ] 2 Detail ]
Twpe  [ltem =/ lem [YRBK [2] Pupose  [YEARBOOK |
futhBy | Jokn Q Bear | 6L | 4105-40-00 =N
Dw Prev Rec Received B ackarder Unit Cast  Taxable Rate Tax Freight

Quartity | [l il 150 | | || 17.50 | W] | % 0| 00|

e — FAraram

Line Type Item [ty Gty [ty Cost Amount Tax Freight Total

P o o .
e Origiral Prev Fec Received Backaorder
Cluantity 150

S Invoice Entry - Play School High School |Z||:|E|

‘erdaor | GREEM [QQJ |I3reen FPhatagraphy Conmpary | Armount
mnnm &1 Backorder ;
Irvaice |435?D? [QQ.] Date Balance
Press to write/rewrite record .
1. Header ] 2 Detail ]
Type Itemn Purpoze | YEARBOOK |
, ) AuthBy | John O Bear | 6L 41054000 (@
Categom -
z_i E acl{.l:lrljer Original Frev Rec Received Backorder Unit Cost  Taxable Rate Tax Freight
¥ 1 Quantity | || || 180 | i 17.60| [m] | % .00l 00|
ot [ 0] o) smwl| o FArnrar
Line Type Item Gty Gty Gty Ciost Amount Tax Freight Tatal
Furposze Ord Fec BO GL Account Categary
250 150 0 17.50 2.625.00 0.00 0.00 262500
4105-40-00

<> o1 (e |0 e |26 e

CH ZPLAY 02/14/08
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NOTES:
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