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Training Objectives 

 Inform Business Centers on the purpose of monitoring 
and liquidating open PO’s and Encumbrances. 

 

 Present BC staff with detailed processes and 
procedures to effectively monitor, analyze, and 
liquidate PO’s and Encumbrances when necessary. 

 

 Supply BC staff with resources and tools they can use 
as references to guide them on the review and 
liquidation process. 
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Background: 

 PO’s and Encumbrances roll into the ensuing Fiscal 
Year as part of the Year-End Close process. 

 Because these documents are normally liquidated by 
processing against invoices, there is a high potential 
for system glitches and/or discrepancies. 

 To ensure that these documents are either properly 
liquidated in the current year, or rolled to the next 
fiscal year, they must be reviewed and cleaned up, or 
they may create problems in Banner FIS. 
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Monitoring 

 Benefits of Monitoring 

 

 Policy Guidance 

 

 Reports 
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Benefits of Monitoring:  

 Monitoring, analyzing and liquidating your open 
encumbrances will keep the active encumbrances open 
in the current fiscal year.  

 

 Monitoring and analyzing your open encumbrances 
created in the current fiscal year will decrease the 
possibility of them getting “trapped” in the prior fiscal 
year after being rolled.   
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Policy Guidance: 
 Follow policy when deciding the appropriate encumbrance 

type to set up. 

 Manual Encumbrance-document begins with “E” 

 Appropriate use can include travel reimbursements, 
telecommunications charges, printing, VISA charges, student 
wages, tuition and indirect costs 

 Purchase Order-document begins with “P” 

 Can be processed for each purchase made by the university and is 
not charged to an Auto Pay vendor 

 Business Centers can enter PO’s up to $25,000 

 PaCS enters PO’s over $25,000 
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Policy Guidance, continued: 

Links to Manual Encumbrance and Purchase Order Policies: 

 OSU FIS 405:  Purchase Orders and Encumbrances 

http://oregonstate.edu/fa/manuals/fis/405 

 PaCS Policies & Procedures Manual 

 202-002: Purchase Authority  

 303-007: Purchase Orders 

http://oregonstate.edu/fa/manuals/pacs 
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Reports 

FGROPNE –  Open Encumbrances Report 

 Report requested through Appworx 

 Report when “Document” selected as Report Layout 

 Report when  “FOAPAL” selected as Report Layout 

 How to recall a Banner report in Appworx 
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Reports, continued: 
FGROPNE Appworx request using the Report Layout “Document” 

In User ID - Enter the ONID user 
name(s), include a “~” between 
each user name with no spaces 



Reports, continued: 
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FGROPNE Appworx report using the Report Layout “Document” 
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Reports, continued: 
FGROPNE Appworx request using the Report Layout “FOAPAL” 

Select the FOAPAL element 
– For example – 
Enter your Org range  



Reports, continued: 
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FGROPNE Appworx report using the Report Layout “FOAPAL” 
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Reports, continued: 
FGROPNE  – For both Document and FOAPAL Report Layouts the manual        

encumbrances are found at the end of the report 



How to recall a Banner report through Appworx 
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Step 1:  Click on Explorer in the upper left corner, click Filter, then History Query 

Reports, continued: 



Reports, continued: 
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Step 2:  Enter the report name with a % wild card, remove the checkmark 
for “Current Day” and click OK 

How to recall a Banner report through Appworx 



Reports, continued: 
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Step 3:  Right click on the report in History and click on request.  
How to recall a Banner report through Appworx 



Review and Analysis 

 FPPPOBC – Purchase Order Batch Close Process  

 FGROPNE – Open Encumbrance Report 

 FGIENCD – Detail Encumbrance Activity 

 FOIDOCH – Document History 

 FPIPURR – Purchase/Change Order Query 

 FGIBDST – Organization Budget Status 

 FAIVNDH – Vendor detail History 

 FTMACCI – Index Code Maintenance 

 FGIOENC – Organizational Encumbrance List 
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Review and Analysis, continued: 
FPPPOBC – Purchase Order Batch Close Process  
 This Banner process FPPPOBC runs twice a week and will close open purchase orders at $0.00.   

 Banner assigns a document code to the closed PO’s. 

 A PO at $0.00 will not close if it has been changed or rolled.   
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Review and Analysis, continued: 
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FPPPOBC – Purchase Order Batch Close Process  
Posted in Banner and can be reviewed in FGIENCD 

The FPPPOBC process does not close manual encumbrances. 



Review and Analysis, continued: 

FGROPNE – Open Encumbrance Report 

 Highlight or make a list from FGROPNE of the open 
encumbrances that are in question because of: 

 Trans date 

 Encumbrance amount = the remaining balance 

 Liquidating amount, but not liquidated 

 Zero balance but not closed through FPPPOBC 

 Manual encumbrance  

 FPPPOBC will not close manual encumbrances 
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Review and Analysis, continued: 
FGIENCD –  

Detail Encumbrance Activity 

Open 

FY Open 

Entered 
in FY10 
Rolled 
to FY11 

 Are all the accounting lines in a current Fiscal Year? 

 How much activity? When? 

 Has the encumbrance rolled? 



Review and Analysis, continued: 
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Trapped PO:  Open, first accounting line in FY06- 2LQP(now 2LQB), partial liquidation  

Open 

Open FY 



Review and Analysis, continued: 
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Trapped PO:   Second accounting line in FY07- 2LIQ (now 2LIB) , total liquidation  

Open 

Closed FY 



Review and Analysis, continued: 
 FOIDOCH – Document History 

 Query by invoice, check or purchase order 
 FPIPURR – Purchase/Change Order Query 

 Contact for the order 
 Delivery date 
 Description of commodity items or service being 

provided 
 Review item text, if it exists 
 View the index(es) and account code(s) 

 FGIBDST – Organization Budget Status 
 Enter index 
 Detail transaction activity on the account code 
 Look for a direct pay invoice or wire transfer by the 

description, then query the document 
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Review and Analysis, continued: 

 FAIVNDH – Vendor Detail History  

 Useful when index or account code may have been 
changed 

 Look for dollar amounts that are close to your 
encumbrance amount 

 Look for dates that might qualify 

 Query the document to view possible matches with 
commodity items or service being provided 
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 FGIOENC – Organizational Encumbrance List 

  Query open PO/Enc by index, organization or fund  

Review and Analysis, continued: 

 FTMACCI – Index Code Maintenance or  
 FTVACCI – Index Code Validation 

  Verify the index is active – look for a termination date 



Liquidating 

 By Regular Pay Invoice 

 

 By Journal Voucher 

 

 By FPAPDEL – Cancel Purchase Order 

 

 By FPACDEL – Cancel Change Order 
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Liquidating by Regular Pay Invoice 
See Handout for Step-by-Step Instructions 

 “F” final payment indicator entered when the 
commodity has been received 

 If more than one commodity, make sure “F” final 
payment indicator has been entered for each 
commodity line 

 If more than one invoice  
 Verify in FOIDOCH that all documents are approved in 

order  

 The document with the “F” final payment indicator is 
the last invoice to be approved. This will close the 
encumbrance 
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Liquidating by Journal Voucher 

See Handout for Step-by-Step Instructions 

 Use rule code 2LIB for a total liquidation or 2LQB for a 
partial liquidation.   

 Enter text referencing the direct pay invoice, wire 
transfer or other reason for the JV liquidation 

 Will route through BC JV Approval Queues based on 
Org – if multiple orgs are involved, the JV could route 
through multiple queues 
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Liquidating by FPAPDEL 

 FPAPDEL-Cancel Purchase Order  

 This can be used for encumbrances that were entered 
but never used in a current fiscal year  

 Use when no changes have occurred 

 Enter text referencing the direct pay invoice, wire 
transfer or other reason for the purchase order 
cancellation 
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Liquidating by FPACDEL 
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 FPACDEL-Cancel Change Order  

 Use when a change order has occurred 

 You will have to know the change order sequence # 

 Enter text to explain cancelling the change order 

 Once the change order has been cancelled the PO can 
now be cancelled if no other changes have occurred 
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Liquidating by FPACDEL and then by FPAPDEL 



Contacts for Questions 
 Treasure Hunt 

 Phone:  737-9370 

 E-Mail:  treasure.hunt@oregonstate.edu 

 Diane McGill 
 Phone:  737-6047 

 E-Mail:  diane.mcgill@oregonstate.edu 

 PaCS 
 Phone:  737-4261 

 E-Mail:  pacs@oregonstate.edu 

 

All materials for this training are available on our website: 

http://oregonstate.edu/fa/businessaffairs/bcr#FinAcctTrain 
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Any 

Questions? 
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