
 
S6: Encumbrances – Purchase Orders & Invoices 
 
Agenda 

1. Purchase Order (PO) Settings and Forms 
2. Generating Purchase Orders  
3. PO Types 
4. Printing POs 
5. Purchase Order Reports 
6. Receiving Purchase Orders through Invoice Entry 
7. Backorder Amounts 

 
What is a Purchase Order? 
 

A. SchoolBooks allows you to record items to be    ORDERED      on preprinted 
forms or plain paper. 

 
B. Purchase orders provide signature lines which note that a requested item or 

service has been approved by the appropriate authorizing individual(s). 
 

C. The purchase order can be sent to the     VENDOR     to place an order for 
needed supplies and/or services. 

 
D. 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. Do you need SchoolBooks to print the purchase order, or just record it? 
 
2. Do you want SchoolBooks to print your purchase order after each entry or all at 

once in a batch? 
 
3. 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:
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Go to: Management/Customize/School Settings   
1. On the School Data Tab. 
2. Select “Don’t Prompt to Print in PO Entry Screen” to print POs in a batch. 
3. Select the Accounting Tab 
4. Select “Allow Reprint Purchase Orders.” 
5. 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: 
Go to: Management/Customize/School Settings. 

1. On the UDFs Tab. 
2. Enter in signature lines and general information in the PO Memo section. 
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       To edit PO reporting fields 
Go to: 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. 
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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. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

There are three types of purchase 
orders: 
1.    STANDARD    :  Normal 

everyday orders. Removed from 
Open PO file when received. 

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

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

 

 The Detail Tab: 
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There are three line types: 
 

ITEM:  if you wish to enter an 
item number on the PO or order 
an Item normally sold in Tracks. 
AMOUNT:  if you wish to record 
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. 

 
 
 
 
 
 

 



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.   
 
 
 

 
 
 
 
 
 
 
 
 
OR 
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Purchase Order Reports: 

Open Purchase Order: 
Unpaid or partially paid POs 

Purchase Order History: 
All POs issued during a 
period 

Open Purchase Order Approval:  
Print to obtain authorizing 
signatures 

PO Check Cross 
Reference: All checks 
paid against PO issued 

S6:  Encumbrances – Purchase Orders & Invoices Page 6
 



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

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



NOTES: 
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