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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                            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                           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                           .  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: 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

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. 

       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                                           in the number field tells the program 

that there is no need to print it. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 The Detail Tab: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
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. 

 

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

everyday orders. Removed from 
Open PO file when received. 

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

3.                           :  Gives you the 
ability to use one PO for several 
different Vendors.  Most often 
used for paying officials. 
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Printing Purchase Orders: 
 

There are two ways to print purchase orders: 
 
A.                            at the time they are entered.  This is the program default. 
 
B.                            printing several at a time you decide.   
 
 
 

 
 
 
 
 
 
 
 
 
OR 
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Purchase Order Reports: 

Open Purchase Order Approval:  
Print to obtain authorizing 
signatures 

Open Purchase Order: 
Unpaid or partially paid POs 

Purchase Order History: 
All POs issued during a 
period 

PO Check Cross 
Reference: All checks 
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. 
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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                           , 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. 
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NOTES: 
 
 



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveEPSInfo true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /Unknown

  /Description <<
    /ENU (Use these settings to create PDF documents with higher image resolution for high quality pre-press printing. The PDF documents can be opened with Acrobat and Reader 5.0 and later. These settings require font embedding.)
    /JPN <FEFF3053306e8a2d5b9a306f30019ad889e350cf5ea6753b50cf3092542b308030d730ea30d730ec30b9537052377528306e00200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /FRA <>
    /DEU <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>
  >>
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


