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PURCHASE ORDER INQUIRY AND RECEIVING
1.0 Purchase Order Conversion and Processing

The General Services Agency is responsible for converting all requisitions to Purchase Orders.
Upon reviewing the requisition, assigning an appropriate Vendor, and completing the purchase,
GSA staff will convert the requisition to a Purchase Order (all requisitions are converted to
Purchase Order). At the time that GSA prints the PO, the requesting department/user will
receive a PDF copy via email. You will receive both a department voucher copy and a receiving
copy. Departments will need to maintain copies of the receiving PO until such time as the order
is received (refer to Purchase Order Receiving below).

2.0 Purchase Order Receiving
The PO Receiving File Maintenance program logs received materials against open purchase
orders. Receiving detail is also available for general inquiry when reviewing a purchase order in

Purchase Order Maintenance.

Note: POs cannot be paid by GSA until PO receiving has been completed by the department.
Refer to ‘three way match’ in the Munis Help for additional information regarding this process.
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From the Munis ® Application Suite, Open the Purchasing Menu by clicking on the plus
sign (+). Open the Purchase Order Processing Menu by clicking on the plus sign (+)

Select PO Receiving File Maintenance by double clicking on the line
NOTE: PO Receiving File Maintenance can also be found on Dept Menu

2.1 Receiving a Single Line Item

[ PO Receiving File Maintenance - MUNIS [MENDOCINO COUNTY Traini... [= |[B|X]
My File Edit Tools Help
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Purchaze Qrder

Description

[uantity Ordered |:| Received To Date |:| Remaining l:l

Received | Returned

Quantity l:l Doallar &racunt | | Date | l!!3||
PackingShipt | | Fihsssttt | | By |
Comments
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Enter received itermns file maintenance (R) CMR

Click the ‘Add’ icon (the PO Fiscal Year pre-fills) and then Enter the PO number.

Note: If you do not know the PO number you can leave the field blank and click the

E button. However, doing this will pull up ALL open PO’s on the system, which
could take some time and could also be a very extensive list.

NOTES:

Update: May-07 v.1 3




Munis How to Documentation PO Inquiry and Receiving

[#] PO Receiving File Maintenance - MUNIS [MENDOCINO COUNTY UPGRADE vé6. 2] M=E3
My File Edit Tools Help
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Furchase Order

PO Fiscal Year PO Number Line 1
Yendor Yendoralpha  [BOATING SAFETY OFF

e s T .

Descriptian BOAT RAMPS

Quantity Ordered Feceived To Date Remaining

Received | Returmed

Quantity Dollar Amourt L | Date [05/10/2007 3
PackingSip#t | | FiAsseth | By |

Comments

14/« || 0 of 0 IEICE NS

Dollar amount received. YR,

Click the Line Item (Field help) button to see the line items associated with the PO and
select the item you are receiving.

TAB - the Vendor, Description and Quantity Ordered fields pre-fill.
Iltems received - Enter the number of items received in the Quantity field.
Amount - The Dollar Amount field will pre-fill from the PO and should not be changed.

Date - The Date pre-fills with the current date but can be changed if the item was
actually received on a previous date.

Packing slip - If a Packing Slip was included, enter the number in the Packing Slip #
field.

Comments - Use the Comments field to enter any internal comments such as the
number of boxes received, the condition of the items or any back-order information.

Click the Accept icon.
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2.2 Receiving Multiple Line Iltems or the Entire Order

[ PO Receiving File Maintenance - MUNIS [MENDOCINO COUNTY Traini... [= |[B|X]

My File Edit Tools Help
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Enter received itermns file maintenance (R) CMR

From PO Receiving File Maintenance, Click the ‘Quick Receipt’ action button.
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@PD Receiving File Maintenance

Bl =el mlelel) ’Ir:rni Wrdered’

Enter the PO Fiscal Year and the PO # and click the Accept icon. |_
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@PD Receiving File Maintenance

1 GO0OD KMUSIC

Select - The screen pre-fills with all the lines associated with the PO. From the left
Menu, you may select specific lines, select all or do a partial receipt.

Click the ‘Select Lines’ button if only some of the items were received.
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™ po Receiving File Maintenance |Z||E|g|
My File Edit Tools Help
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Purchaze Order

PO Fiscal Yi/#| 2007 | 4|
: Wendar | 2145 | Packing Slipt | |
Diept Fix Azsetl | |
PO Arnount

Line Dezcription 1= Ordered Rec'd TD Remaining Receive
1|BOAT RaMPS 280 .0 0 v
Full

Partial

M| 4] 1of 1 IICE S

Select receiving option,

There are no remaining items to receive for this line. e

Choose either Full or Partial and complete with the items received (which will also
update the Remaining items field).

Accept the selected items - Click the Accept icon.

A separate PO Receiving File Maintenance record has now been created for each item.
3.0 Purchase Order Inquiry
The Purchase Order Inquiry program allows you to make inquiries about purchase orders with
any status. This program can be called from the PO Inquiry and Reports menu or by clicking PO

Inquiry within the Invoice Entry/Proof program.

Departments will have the ability to review and track their Purchase Orders.
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[M] Purchase Order Ingquiry - MUNIS [MENDOCINO COUNTY LUPGRADE v6.2]
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The PO Inquiry Menu will allow departments to find Pos by GS, by detail, perform ‘audits’,
and/or locate the status.

3.1 Select the find button.
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[®] PO Inquiry Find 9 (=1E3

My Fle Edit Tools Help
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Furchase Order Wendar

Dept/Loc |—| Wendor number ! ,

Fizcal Year :| Period iii Statuz |:-|

PO number I:I Name [__:I
Gen commodity | ! Tupe |_|

Entry date | _I Clazs code i:|

Meeded by date | _I Geographic code !:!

Status |:|

Type |:i

Fequisition number

Contract

“whork order number | |

General Description | |

PO Department or Location Code VR

From the PO Inquiry find, you will be able to select by PO number and/or other any other
field related to the PO.
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My File Edit Tools Help
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[M] Purchase Order Ingquiry - MUNIS [MENDOCINO COUNTY LUPGRADE v6.2]
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Main |Tarmsx’Misce|lanenus
GL Find
Dept/loc 1560 GL Effec  |05/08/2007 Status Printe
Dretail Find Fizcal year 2007 Periad Entiy OR/08/2007 Buyer |Lex Krauss
General commodity l:l Expire [ Receiving
Activity
General description |BDAT RAMPS Change ‘DE,’DS,-'?UD? | [D”Invoices ] [D”'Notes ]
Vendor 2145 Comited Shipts  [1960-
Mame |CAL|F BOATIMG SAFETY OFFICERS ASSH |1?55 SCHOOL STREET |
GL Allocations
PO maiing [ 0] [ |
|2419E HARBOR BLWD PME 7 | [ |
[ | [OKiaH | [o5482
[VENTUR®, | 53001 Reference |
Fiemit El
Line Ordered Amount Liquidated Balance GL Account [1st] Totals
1.675.00 1,875.00 360 Ordered 1,875.00
Liguidated 1,875.00
Do
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After completed the find, select

the accept button. Once you have found the

appropriate PO, you will be able to view the status (i.e. Printed).
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[M] Purchase Order Inquiry Z

File Edit Tools Help
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Item Dezcription By Uzer Mew Value
001 Can AmountJ= 27 0g/2007 rauja 75.00
0071 Can Amount J= 27 na,/2007 ravja 1800.00
000 Record Status 05,/08/2007 ravja 3
000 Converted from Req, 05,/08/2007 ravja

‘ Select an audit record to view its detail

Search / Filter Fecord
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An ‘audit’ of a PO will tell the department the level of GL activity that has transpired with
the PO.

NOTES:
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M) Purchase Order Inquiry

File Edit Tools Help
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The PO Activity process will also give detail regarding the transactions associated with the PO.

4.0 Summary

GSA is responsible for the payment of invoices associated with Purchase Orders.

NOTES:
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