Instructions to Print Open P.O. Report

Menu Path: Main Menu, Purchasing, Reports, Purchase Orders by Organization

- a *

et/ efpappJpocal ! : 1 « 0 O

School Saftobuyy B TSepefuercses T @ efnance & Whoo [ Mool Ofice o () Pinteret @ waon Prime [§ CPARevew [Y

eFinancePlus - LA PORTE ISD LIVE 5.1 VICK) GUARCLA ﬂ * @ a

Dictionary com -

L]
4 Fund Accounting S Cocuments Ne +
Purchasing Favorites - x
s it Title
&% Human Rescurces -
lance Sreet Ac ALy ol - Erpendture
Budget Preparation preenatre Moot Auat Trad - General Ledger
proenue Ac Ais i - Revene
Fixed Assets

Board Repo

"
Personnel Budgeting Board Report - Revenue Status Repont

Crupck Ragater

System Agministration

JO®IT

e-Forms & Tools

“avorites - Approvals

oy eFinancePlus - LA PORTE ISD LIVE 5.1 \
Main Menu » | (Q ®
ﬂo. € Purchasing Purchasing Reports +
Entry & Processing Aged Purchase Order Listing
- iiontpoialll 0
Pending Purchase Orders
& Report | Tite
Pending Requisitions Report Audi Tradl - Expenditure
& Price History Repors Audit Trail - General Ledger
Purchase Order Status Audit Tradl - Revenue
h‘i‘ Summary Board Report - Balance Sheet
Purchase Orders by Buyer Board Report - Expenditure Status Report
E‘ Purchase Orders by Date Board Report - Revenue Status Report
O Required Check Register
Purchase Orders by Detail Expenditure Status Report
E\‘ Organization Search - Journal Entries
Purchase Orders by Vendor Search - Transactions
Requisition Status Report Soach - Vandor
Requisitions Repor |_ = 2

®  Favorites - Processes x




Click the “Advanced” button
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Click the “Load” button.

=
Agvanced Ssarch: Purchase (=]
- F
Search Information
Search Mames Open FOs by App Grp
Search Description Pulls Open POs by App Grp
Public Search ¥l
Search Name Search Description Public Search Onamer
Open PCs by Azp Grp Pulls Open POs by App Grp Public
Op=n Puchase Crders | Open Purchase Orders-SPEDO38 | Public | |
Vick's Open PO RPT | Vicki's Open PO Report | Private | Yes |
Advanced Search Criteria
|F'un::hase Order Header - |F nal Payment flag - | Mot equalz * |F
|F'urv:hase Order Header - |F'ur\d"ase Order Status - |qu..als | Y
|F'urv:hase Order Header - |App':-va| Group - |Is In{Comma Delimited) -

Y




Select “Open POs by App Grp” then click “OK”.
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Search Information

Search Mame Mew Search
Search Descrption A new, unsaved s=arch.
Public Search O

Search Name Search Description Public Search Owner

Open PCs by App Grp Fulls Open POs by App Grp Public £
Open Puchase Orders Cpen Purchase Orders-SPEDOZE Public

\icki's Open PO RPT Vicki's Open PO Report Private ez

Advanced Search Criteria

Select your approval group by clicking the down arrow next to the empty box. (Third row, fourth box)

Advanced Sasroh: Purchass oj
Search Information
Search Mams Open FOs by App Gro
Search Description E'u!sOpE'\ I-='Ds hyAppGrp
Public Search [N
Search Name | Search Description | Public Search | Crwmer |
Open POs by App Grp | Fulls Opan POs by &pp Grp | Public | | -
Op=n Puchase Crders Open Purchase Orders-SPEDC3S Public |
Wicki's Open PO RPT \igki's Open PO Report Privale | as

Advanced Search Criteria

EE'U il |Final Payment flag v |N:Jt equals | F !_ |A‘1d A
|Purt:hase-3rtier Header r |P.Jn:hase0rder3l3tus - iEquaIs b Y ! |.ﬂnd v
|Purchase Oroer Header - |Apprcr\ral Group - |Is|-'1[Cumma Defimited) [ ] -! End v




Select your approval group then click “OK”.

Approval Group Heip - L& PORTE 150 LIVE 5.1

App Group Description

FINEARTS023 FINE ARTS

LMXED12 LOMAX ELEMENTARY SCHOOL

BUSOFCO31 BUSINESS OFFICE

CHATOZ027 CHATOS

BAYSHOREQT BAYSHORE ELEMENTARY SCHOOL
CHOIR025 CHOIR

MAINTOPRI24 MAINTENANCE AND OPERATIONS
DIRECTPAY DIRECT PAY APPROVAL GROUP

ARTO33 ART

XERDHX

Check to see that your approval group is displayed. Then click “OK”.

Search Name Open POs by App Gep
Search Deseription Pulls Open POs by App Grp
Public Search K|

Cipan POs by App Grp Pulls Cipen POs by App Grp Public e
Cripen Fuchase Crders . Open Purchase Orders-SPEDO39 . Public . ]
Wicki's Open PORPT . icki's Open PO Report | Private . Wes

Advanced Search Criteria

| Purchasa Order Header ~ || Final Payment fiag v | Mot equals v |F % [And [
| Purchase Order Header * || Purchase Order Status v ||Equals v|[¥ # [And v
[Purchase Order Header ~ | [Approval Group v [is In{Camma Dalimited) = BUSCFCD31 | [End .




Click “OK”.
Your report will generate and you will have to Save and Open to print to the screen.

Print - LA PORTE ISD LIVE 5.1

PURCHASE ORDERS BY ORGANIZATION

File Name H:/pt/polist.rpt

Excel Options

Data Option |All Information -

\ [] Run in the Background

Example Report

SUNGARD PURLIC SECTOR PAGE NUMAER: 1
DATR: 04/17/2015 LA PORTE ISD PURCHAI 1

TIME: 09:59:49 PURCHASE ORDERS BY ORGANIZATION BUDGET CODE TOTALS
SELECTION CRITERIA: (((purchase.final !- "F*) OR (purchase.final 1§ NULL)) AND ((purchase.issued - *Y*)) AND ((purchase.location - *

BUDCET CODE - 1995 - GENERAL FUND

BOF e STATUS--------
WMAER CHOS WUDOET CODR VENDOR ACCOUNT PROJECT PO.TYPE P/A REQ.REF DATE CODE  DAYS
153022 000 1995 1006159 - LIBERTY PAPER 1310.1% REQULAR N R1501671 04/10/15 ENTERED 7
BUYER- SHELLI MCINTOSH SHIP CD- 999 04/08/15 REQUIRE ?
TERMS- NET 10 DAYS FREIGRT- FFA EXPIRES
TAX AMOUNT
ITRM COMMODITY--- STOCK NUMEER STATUS UNIT PRICE  MEASURE  ORDERED TRADE-IN/DISC AMOUNT BALANCE
ol (213 OPEN 27.5000 400.00 .00 11000.00
SOL PAPER, § 1/2 X 11, 20LES, 96 BRIGHT, .00
10 PALLETS (400 CASES)
PURCHASE ORDER TOTAL 400.00 .00 11000.00 11000.00
.00
BUDGET CODE TOTALS 400.00 .00 11000. 00 11000.00



Things to consider when reviewing all open purchase orders:

1. You should know the status of every purchase order on your report.

2. Have the items been received?
a. Yes? Contact Accounts Payable
b. No? Contact Vendor to determine shipping status

3. Canthe P.O. be closed?
a. Yes? Email Accounts Payable to let them know to “Close the Purchase Order”

4. Do you need to add additional funds to a Blanket P.O.?
a. Yes? Enter a change order to add funds.

NOTE: The last day to enter fiscal year orders/requisitions using general funds (199)
in eFinance is close of business mid-April, official date will be provided in the March
and April newsletters. All budget amendments, budget managers/executive director
approvals, correct coding and any supporting documentation (quotes, etc.) must be
completed by this date.

5. Don’t forget to review the report for your Federal Funds purchase orders.

You will need to select your “FedFund” approval group code.



