Open Encumbrances

Presented by: Business Financial Services



Coltoraa
%-ge‘gwo Why is this Important

 Encumbrances are funds that are reserved for a
future expense

 They are factored in when looking at budgets and
availability of funds

 $3+ million encumbered funds from previous FYs
e $7+ million encumbered funds for current FY

* Documents will be delayed or disapproved if
funds are not available




To check for open encumbrances go to the link under Balance Inquiries

Balance Inquiries

General Ledger

« Available Balances

« Balances by Consolidation
« Cash Belances

» General Ledger Balance

« General Ledger Entry
« General Ledger Pending_Entry

-

« Open Encumbrances <

Change the chart code to PB, enter the account number, and click search.

Open Encumbrance Lookup 7]

Fiscal Year: o010 9

— Chart Code: |5 %

— Account Number: 1310431 a4

Sub-Account Number: LY

Object Code: gy

Sub-Object Code: LY

Balance Type: kY

Document Type: Y

Origin Code: LY

Document Number:

Include Pending Ledger Entry: | & |, Bpproved all

Include Zeroed Out Encumbrances: Include ® Exclude

» | search || clear || cancel |
»




The document number is either a Purchase Order number or a TEM number

Fiscal | Chart Sub-Account | Object | Sub-Object = Balance | Document | Origin Document Descrition Open Closed Qutstanding Transaction
Year | Code Number Number Code Code Type Type Code Number Zestription Amount | Amount Amount Date
I

Wi e |13iet 6050 EX T 1 747337 ;LME{';EY R PRUETT 02/26/2019 13750 0.00 137,50 02/27/2019
W8 B |34t 5208 B R0 M 505534 OFFICEMAX INC 590 0.0 5,80 06/29/2018
W e |131043 5208 B R 1 519322 OFFICEMAX INC 15000 0.0 150.00 06/29/2018
08 |131043t 5215 EX R0 1 431469 OFFICEMAX IHC 167,66 0.00 167.56/06/29/2018
Wi e |13iet 5503 EX ) 0L 602928 E;i‘fa Hincltz Business Solutons 000 182 3418 07/06/2018
W8 B |34t 6603 B R0 M 502930 Konica Minolt Premier Finance 1004 76608 255.36/07/06/2018
Wi e |14 6603 BX ) 0t 619637 E;l“a Hinlts Business Solutars 20,00 455 245,15 11/09/2018
08 B |131043t 6603 EX R0 1 619838 Kotica Minolt Premier Finance 10004 13456 886,88/ 11/09/2018
W B |34t 6611 EX R0 1 434130 Educational Biling Services 118200 0.00 1,192.00/06/29/2018
Expart aptions: C3V | spreadsheet | XML

The open amount is the original amount of the Purchase Order or Travel Authorization, or
what rolled forward from previous fiscal years.
The closed amount is what has been paid so far.

The outstanding amount is what is remaining and the number to focus on.
Export or print this page.




Review Purchase Orders to determine course of action.
Select Purchase Order under Custom Document Searches

Custom Decument Searches

Fingncial Transactions

Accounts Receivable

« Customer Invoices
Customer Credit Memos
Customer Invoice Wnteoffs
Cash Controls

Payment Applications

[ ]
L]
L]
[ ]

Capital Asset Management

« Asset Maintenance

Effort Certification
+« Effort Certification

Financial Processing

« Disbursement Vouchers

Purchasing/Accounts Payable

Electronic Invoice Rejects
Payment Requests
Purchase Orders <
Receiving

Bequisitions

Vendor Credit Memos

B 8 ¥ & @

Travel

« Travel duthorization
+ Travel Beimbursement




Enter the Purchase Order number from the Open Encumbrances screen
in the Purchase Order # field. Click search.

| detalled search || superuser search || clear saved searches | |Searches "|

Document Search [7]

* required field

Document Type: [P0 [ @
Initiator: [ @

Document Id: | E

INCOMPLETE STATUSES .
- In Process

Application Document Status: |- Awaiting Fiscal Officer Review

- Awaiting New Unordered Item Review

- Disapproved New Unordered Item Review v |

Date Created From: || | i 2]
Date Created To: '7 3 |E|

Document Description:

9]

Organization Document Number:

&

Purchase Order #: (05334 H

Requisition #: E

n

Open the document by clicking on the underlined Document ID number.

L . . s Ledger
Document . Organization Purchase Purchase Order Contract University Solicitation EPLS Account ==SIEL Total | Route
d Status) Document Description Document Number Order # Doc Status Manager Name Chart/Org| Vendor Fiscal Year Iype Number |Indicator| Number % Amount | Log
2016-04-14 N OFFICEMAX Purchase 3
8704310 |FINAL VICKI,BECKER@COLOST 505594 Qpen User Kuali PB-P302 e 2016 Order M 1310431 FO §2.80




Look at the line items and see which one hasn'’t been paid.

Was this item received? Returned? Does an invoice need to be send to AP to
remit payment? Or does the PO need to be closed?

7 Items \

Item Line # Item Type Quantity UOM Catalog # Commodity Code Description Unit Cost Extended Cost Actions Amount Paid

Item 1
QUANTITY |1.00 |§EETT |NZ2B]D] | ‘»\‘\CCENT RT ASST BCT | 8‘53| 8.83

1 = 3.83
[+ show ‘Accounting Lines

Item 2
QUANTITY |6.00 |E§'H |N10D79488 | ‘SCRT‘( COUNTR PN REFILL 1MM BLK | 0‘90| 5.40

2 == 5.40
| » show ‘Accourltirlg Lines

Item 3
QUANTITY |3.00 |Ef\'H |N10D79486 | ‘SECURITY COUNTER PEN 1MM BLK | 1‘3?| 4.11

3 — 4.11
[+ show ‘Accounting Lines

Item 4
QUANTITY |2.00 |Eé( |F10D810838 | ‘FILE FLDR LTR 1/3CUT MAN 100CT | 5‘71| 11.42

4 = 11.42
[ show ‘Accounting Lines

Item 5
QUANTITY |1.00 |E§'H |R1035564 | ‘OMX MESSAGE STAMP COPY | 5‘90| 5.80

5 == 0.00
| » show ‘Accounting Lines

Item 6
QUANTITY |1.00 |Ef\'H |M19637AOULAA | ‘PRINTING CALCULATOR MP11DX | 4?‘14| 47.14

6 e 47.14
[ » show ‘Accounting Lines ‘

If the PO needs to be closed then email the request to Purchasing, providing the
PO# and brief description as to why it should be closed.




PuUEBLO

Document Search [2]

ersity Review Travel Authorizations to determine course of action. Click on Doc

Search then enter TA as the Document Type and hit tab. Then type in the T#

from the Open Encumbrances screen into the TEM Doc# field. Click Search

| detalled search | superuser search || clear saved searches | ‘Searches

']

# required field

Document Type:

'ﬁaﬂg

Initiator:

C\L:]E

Document Id

: 2

Application Document Status:

In Process

Awaiting Traveler Review
Awaiting Fiscal Officer Review
Awaiting Organization Review
Awaiting Division Review M a

Date Created From:

Eln

Date Created To:

Eln

Document Description:

[l

Organization Document Number:

H]

TEM Dec #:

87337 @l

Trip Begin From:

3

Trip Begin To:

B

Open the document by clicking on the underlined Document ID

Document Id  Status Document Description Organization Document Number ~ Document Status | TEM Dac # | Object Code | Account Number | Ledger Document Type | Total Amount | Route Log
18318456 FINAL (TIMOTHY R PRUETT 02/26/2019 PUEBLD. | T-47337 Open For Rembursement | T-97337 {800 1310431 TA 137.50 _\i




Has a reimbursement been done already? Check the View Related Documents
tab. Does a reimbursement need to be done? Or does the TA need to be closed?

| amend || cancel TA || new reimbursement || wvendor payment || send ad hoc request || close || copy |

Select new reimbursement if a reimbursement needs to be done or select cancel
TA to close out the trip and relieve the encumbrance.

Only the traveler or the travel arranger have these options.









