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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



Benetits 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.

e Manual Encumbrance-document begins with “E”

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

e 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



\/

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
e 202-002: Purchase Authority
e 303-007: Purchase Orders

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



o

Reports

FGROPNE - Open Encumbrances Report
Report requested through Appworx

e Report when “Document” selected as Report Layout

e Report when “FOAPAL’ selected as Report Layout

How to recall a Banner report in Appworx



Reports, continued: %

FGROPNE Appworx request using the Report Layout “Document”

[ B> submit

E;anf' E

FGROPNE

Task Name Suffix

Description Open Encumbrances Report

Prompts
Report Layout ® Document ) FOAPAL B
User 1D |ROGERSTI-TUFTSB

From Fund Code |

To Fund Code |

From Organization Code |

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

To Organization Code |

1]

Options
Send To | | ‘ Queue | | | [ ] Hold Documents
Send Option | || Agent  |APPWORX_AGENTS |
Output Function | | ‘ Requestor HUNTTRE
Copies Start Date [05-17-201117.0312PDT |
| > Submit & Close H > Submit || & Close H ? Help

10



" Reports, continued:

FGROPNE Appworx report using the Report Layout “Document”

DOCUMENT

B.O.
NUMEER
BOQITTED
FOO2TTEL
POQATTEZ
FOO2TTES
POQETTTE
FOD27816
POOZTELT
FOO2TEE]L
POO27852
POQATEES
FOO2T78E4
POQETEEE
FOD2T78EE
POOZTEES
FOOZT78ED
POO278E2
POQATEES
FOO2T78E4
POQETEEE

Total

TYFE:

Purchase Orders

VENDOR/FAYEE

HUMEEE
VoooQz4eTa
VoooooTTe
230028632
VoooooTTe
230222087
VoooooTTs
Vooooz4aTa
VoooQoTTe
Vooooz4aTa
230236363
230274030
230204268
330253080
2305324786
330534788
530202542
230522665
330523665
230534788

Open Purchase Order Records:

HAME

Hewlett-Fackard
Eike N Hike Center
Hewlett Fackard
Eike N Hike Center
Aggie Travelpoints
Eike N Hike Center
Hewlett-Fackard
Eike N Hike Center
Hewlett-Fackard
C&C Technologies Inc

E&l dallo Winery

EDI Corporation

WE Enterprises & Assoc Inc
Dell Computers, Inc

Dell Computers, Inc
HPCAREERNET LLC

Eancher, Jally

Rancher, Jolly

Dell Computers, Inc

Intnl

13

ELANKET TRANSACTICH

UZEE ID NUMEER

MCGILLDI
MCGILLDI
MCGILLDI
MCGILLDI
MCGILLDI
MCGILLDI
MOGILLDI
MCGILLDI
MCGILLDI
MCGILLDI
MCGILLDI
MCGILLDI
MCGILLDI
MCGILLDI
MCGILLDI
MCGILLDI
MCGILLDI
MCGILLDI

Total Purchase Ordsr Balance:

DATE
23-JUN-2008
231-JUN-2008
23-JUN-2008
231-JUN-2008
20-JUL-2008
10-DEC-2008
10-DEC-2008
Ql-EEPF-2008
01-ZEP-200%
26-JRN-2010
26-JRN-2010
26-JRN-2010
26-JRN-2010
10-FEB-2010
10-FEB-2010
Z6-AFR-2010
10-MARY-2010
10-MAY-2010
10-MARY-2010

25, 987,
62,500,
245,950,
27,450.
E0&,000.
4,385,
E,440.
g,200.
3,861,
14,550,
2,500
7,000,
15, 000.
4,8e0.
4,880,
27,000.
13,550,
1g,500.
78,000,

REMAINING
BALANCE

148.

g3, 500.
249, 950.
27,450.
E0E, 000.
3, BeE.
3,540
Z,000.
148.
14,550
2,800
7,000,
15, 000.
4, 8e0.
4, BeD.
0.
2,000,
1&, 500.
T8, 000,

1,000,872,

11



Reports, continued:

FGROPNE Appworx request using the Report Layout “FOAPAL’

i > Submit 3

FGROPNE

Task Hame Suffix

Description Open Encumbrances Report
Prompts
Report Layout ) Document ® FOAPAL B
UserID | T

Select the FOAPAL element

From Fund Code |

To Fund Code |

— For example -

From Organization Code |41 0010

Enter your Org range

To Organization Code |41 0400

1]

Options
Send To | | ‘ Queue | ‘ ‘ ] Hold Documents
send Option | | ‘ Agent |Appwoﬁx_AGENTs ‘v‘
Qutput Function | | ‘ Requestor HUNTTRE
Copies Start Date [p5-17-2011 17:15:25 PDT |
|
| > Submit & Close ‘ ‘ > Submit || ¥ Close || ? Help ‘

12
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Reports, continued:

FGROPNE Appworx report using the Report Layout “FOAPAL’

FUNMD: 001100 ZAR - OSU 3eneral Fund Operations

coaE: C

FOOI7333
POOZTAEL
FOO2T7372
FOOIT7373
POO27382
PO0O27338%9
FOO274132
FOOI7438
POO2TELE
FOOZTELY
FOOI7ELE
POO2TELS
FOO2TEZ3
FOOITRE4
POO2TEED
FOOZTELS

FUND: 001100 ORGN: 410010 ) ACCT:. 20102 PECQ: &1000 ACTY

VENLDOE/FAYEE

NUMEER
WOOo0zaTo
VOOO02EE4
VOOO0ZEES
VOOO0ZEES
VOOO02EE4
VOOO02EE4
VOOO0ZEES
VOOO0ZEES
VOOO02EE4
VOOO0ZEES
VOOO0ZEES
VOOO02EE4
VOOO0ZEES
VOOO0ZEE4
VOOO02EE4
VOOO0ZEES

TOTALE FOR FUND:
Open Purchase Order Records:

HAME

UZER ID NUMEER

Hewlatt-Fackard

Parr
Parr
Parr
Parr
Parr
Parr
Parr
Parr
Parr
Parr
Parr
Parr
Parr
Parr
Parr

Lumbar
Lumber
Lumbar
Lumbar
Lumbar
Lumber
Lumbar
Lumbar
Lumber
Lumbar
Lumbar
Lumber
Lumber
Lumbar
Lumber

TRNG_UFD
TRNG_UFD
TRNG_UFD
TRNG_UFD
TRNG_UFD
TRNG_UFD
TRNG_UFD
TRNG_UFD
TRNG_UFD
TRNG_UFD
TRNG_UFD
TRNG_UFD
TRNG_UFD
TRNG_UFD
TRNG_UFD
TRNG_UFD

EAR - 03U General Fund Operations

1s

Furchass Order Ealance:

LOCN -
TRANSACTION EHNCUMERANCE
DATE AMOUNT
16-JUN-2003 80E.
2Z-JUL-2003 185.
22-JUL-2003 135.
22-JUL-2003 185,
15-AUG-2003 185.
16-EEP-2003 185.
16-EEP-2003 135.
18-HOV-2003 185,
17-AUG-2004 185.
25-A0G-2004 540.
07-EEF-2004 285,
10-SEP-2004 E7.
21-EEF-2004 135.
15-00T-2004 185,
15-0CT-2004 185.
15-FEB-2005 135.

71
78
75
75
78
78
75
75
78
22
Qo
50
75
75
78
75

REMAINING
BALANCE

BOE.
185,
185,
135,
185,
El.
185,
0.
0.
1z4.
T1.
8.
g,
135,
.00
g,

2,430,

13

71
78
78
75
78
25
78
Qo
oo
13
25
&7
a0
e

a0

41



mcontinued:

FGROPNE - For both Document and FOAPAL Report Layouts the manual
encumbrances are found at the end of the report

FUND: PO312A £Z0 PHE 311 Denver Mitochndrial Dys

CoAs: C FUND: PO312A ORON: 252420 ACCT: 39902  PROG: 15003  ACTV: LOCN::

. VENDOR/ PAYEE ENC. DATE ENCUMBRANCE LIQUIDATION REMAINING
NUMBER | NUMBER  NAME USER ID TYPE ESTABLISHED AMOUNT AMOUNT BALANCE

E0004366/930491561 OUS-Portland State Univ GEEB B 27-APR-2010 25,000.00 0.00 25,000.00

TOTALE FOR FUND: 820 PHE 311 Denver Mitochndrial Dya
Open General Encumbrance Records: 1 QGeneral Encumbrance Balance: 8 25,000,00

FUND: PO312A £Z0 PHE 311 Denver Mitochndrial Dys

MARD . n mam. BATY AR AL, AERANA A, Taan noAm. 1eAAn Arvmr. 1AM,

14



- Reports, continued:

How to recall a Banner report through Appworx

 UCH V8- Applicatons Marager AGrmaion Evgine PROD e RNTTRE— oReGoN STATE UnvErrVI

File Activities Object Admin Options View Tools Help

3/

9 Explorer

File Edit |Filter

iew Reports Help

& Bl History Query... @ Backlog 111
@ Ad¥| Hiiter Backlog & History.. | T crnainia | RuniD [c|D Task Name StartDate | Started
o I Agents | :TNON_RE.. |0SU_SLO..|4976222 4976223| |¥ [ICGORLDI_PC 057 17:10 [05AT7 17:10 |C
o- [ Agent Gro{ ;| NON_RE... |SLEEP_W.. 4976298 4976297 HOLD_JOB_FINANCE_..[05/17 17:20 |05M7 17:20 |C
o & Queues | |UNDER_. [OSU_SLO..[4976222 4976222| |¥ [IcGORLDI 0517 17:10 [05MT7 17:10 |C
o 8 Applicatior ‘| FINANCE  [SLEEP_W... 4976296 4976296 FIS_SW 0517 17:20 |05M7 17:20 |C
‘INON_RE.. |0SU_SLO.. (4976222 4976224| |Y|END_oOF _JoOB 0517 17:10 C
o- &% Process F |NON_RE... [SLEEP_W.. 4976296 49762983 HOLD_JOB_FINANCE_..[05/17 17:20 C
o- Wy Status | :|NON_RE.. |SLEEP_W.. [4976296 4976299 FRPMESG_PC 0517 17:20 C
o [ Machines | | NON_RE.. |SLEEP_W.. 4976296 4976300 FORAPPL_PC_01 0517 17:20 C
|NON_RE... [SLEEP_W..[4976296 4976301 FORAPPL_PC_02 0517 17:20 C
o T CoTeTe Nt T 2
L History 464
J|_Application Clueue Chain |d Run D D Task Mame Started Finished |
i N 0SU_SLO... |4976204 4976294 FARO7ED 057 17:19 |[0517 17:19 |0
|NON_RE.. [0SU_SLO... [4976204 4976295 FARO760_SQL 0517 17:19 |[0517 17:19 |0
{NoLu 0OSU_SLO... [4976276 4976276 FAROSE0 05117 17:18 (0517 17:18 |0
“ERICRT DC (e I [ AOTEITE AOTEITT CaDnoEn oMl MNEMT AT-40 NEMAMT AT-10 n

Step 1: Click on Explorer in the upper left corner, click Filter, then History Query

15



- Reports, continued:

How to recall a Banner report through Appworx

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

9% History Query

v

Jobs [FGROPNE% | B © sort
Process Flows | | 18| © sort
Applications | | @ O sort
Agents | | ) Sort
Queues | | ) Sort
Requestors | | i) Sort
Status | | 'y = sort
) No Sort
From Start Time | |
To Start Time | |
Run D | | [ ] Add to Current History
Filter name =
v OK &) Delete & Clear 3¢ Cancel ? Help

16




- Reports, continued:

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

"ﬁ; Explorer :
File Edit Filter WView Reports Help

% Backlog |4 &
dent Sumimarny
# Ao Hoc E
Agents §§ Agent | Status Tvpe [Elap.. CpulMax | |Bklg|Run Haold&btd Chain Ip Address
o= B8 Apent Groy S| PROD Funni... | Master |00, i) jzps] 0 i) ] 0 0 appworndd ucsadm.oregonstate. edu
o= W cueyes §§ FROD Funni... |AFPYY... |00, i) jzpe] 0 i) ] 0 0 appworg] ucsadm.oregonstate. edu
o= =Ee fep|ication §§ JE1PH... | Funni... | AFPYW... |00, i) jzpe] 0 i) ] 0 0)jsT.ucsadm.oregonstate. edu
o—jﬁChains §§ JE2PH... | Funni... | AFPYW... |00, i) 2] 0 i) ] 0 0 js2.ucsadm.oregonstate. edu
o BE Status :
o[B8 machines | &
§§ e PO ECrrrTTeY
‘g History 4 ] Apply Filter |v| Apply Query
5 Application Quaue Chain Id Jabk D LD Job Mame | Started Finished
S| FINAMCE QS S0, . 2330051 (2330051 FGROPRE lagma ac-de |05 0946
§§ MNOR_RE... [QSU_SLo.. 2320051 | 2330052 FERoO| Remove as a Predecessor 1 0511 0946
gg FIMANCE QS S0 23230021 (2330021 FGRD Job Details 0511 09:43
HOM_RE.. |QSU_SL0O.. 2330021 | 2330022 FGRO 0o 09:43
: Prompts
Predecessors
Flow Diagram
Conditions
: Notes
] ]« i [ | Output Files L
00:00:00 PDT Operator Log D 11:34:25 PDT
Operator Log Query =
History Gantt view
< Reguest...




g
‘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



~

eview 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.

List of Purchase orders by vendors that will be closed by the process

Vendor VvooooosoB - Amer Assembly of Collegiate Schools of
Bunineso

Open/Close Doco Purchase Orderg Transaction Dakbe

*O001&17 POORI&23 O3-MAY-2010

Total encumbrance liguidated for wendor vooooosoB

Vendor 830144537 - BLiH foto & Elemctronics DBA BLH Fhoto &
Video

Cpen/Close Doc Purchase Orderf Transaction Datbe

*OO001L&1T PO0O82504 15-AFE-Z010

Total encumbrance ligquidated for wendor 930144537

Total encumbrance liguidated:

Encumbrance Liguidated

oo

oo

Encumbrance Liguidated

.o

oo

oo

19



——

/Kiew and Analysis, continued:

FPPPOBC - Purchase Order Batch Close Process
Posted in Banner and can be reviewed in FGIENCD

Transaction Date Type Document Code Action Transaction Amount Remaining Balance
03-May-2010 PORD PO0BZ623 4,300,00 4,300,00 =
03-MaY-2010 IMEI [2062965 -4,300.00 0.0
05-MaT-2010 POBC *0001617 T_ 0.a0 0.0
——— —— . —

The FPPPOBC process does not close manual encumbrances.

20
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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:

o 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

21



FGIENCD -

Detail Encumbrance Activity

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

eview and Analysis, continued:

e How much activity? When?
e Has the encumbrance rolled?

a4

’E_E Detail Encumbrance Activity FGIEMCD 2.3

Encumbrance: POO&2825 [7

Description: [Bergeson Inc

Date Established: Z6-MAT-2010 Balance: |

6,896.00

Encumbrance Period: | all

Status:
Yendor:

Open

E Type: |P—

|[231804762 |Bergeson Inc

[2a-mav-2010
CEMECTE INET
p1-a0L-z010 E030
bi-ou-z010  Entered |eoso
[o1uL-zoio  jp FY10  [Eoso
[p4-aus-z010 Rolled [t
jo4-AUG-2010 o Fyqp  [INE
e

TR
IHH

POOSZEES

12076959
ER100001
ER100001
ER100001
12095245
12095250

BEREEIE RN

5,760.00

-545.57

5,760.00

0.00

-545.57

-157 .14

-148.57

5,760.00

5,211.43

5,211.43

5,211.43

5,211.43

5,074.29

4,925.72

—
Item: | a |Document Accounting Dhist FY Open
Sequence: Fiscal Year: |11 Status E Commit Indicator: |U -
cCOoa Index Fund Orgn Acct Prog Actw Locn Proj
= AGET19 030010 z181z2 23503 11z01
Encumbrance: | 5,760.00 Liquidation: | -g34.28 Balance: | 4,925.72 -
Transaction Date Type Document Code Action Transaction Amount Remaining Balance

[»

1

1




eview and Analysis, continued:

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

18-AUG-2005 PORD
15-MAY-2006 INEI
[15-JUN-2006 INEI
26-JUN-2006 INEI
30-JUN-2006
—
——
——

A

FOOBE95G
11515109
115315854
11536426
10364065

|5l gl

N [

66,399 .46

-1,702.55

-1,702.55

-1,702.55

-61,291.51

66,399,460

64,696.91

62,994.36

61,291.51

0.oo

Description: |R|:u:he Diagnostics/Boehringer Mannhe Status: E Type: |F'7
Date Established: |15-s8UG-2005  Balance: ‘ 0.o0 Vend I 16 |R|:|che Diagnostics Corp
Open
Item: 1 |Equipmnent Rental and Sel
[ tleaue FY Open

Sequence: Fiscal Year: |06 Status: E Commit Indicator: ’U =
COA Index Fund Orgn Acct Prog Acty Locn Proj

E VDLGCP no1zzz 222030 24001 Z0s00

Encumbrance: | 66,399 46 Liquidation: | -66,399.46  Balance: | 0,00 -
Transaction Date Type Document Code Action Transaction Amount Remaining Balance

23




eview and Analysis, continued:

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

Description: |Rnche Diagnostics/Boehringer Mannhe Status: E Type: |P7
Date Established: |i15-aus-zoos  Balance: | 0.00 Vend

616 |Rnche Diagnostics Carp

Open

Item: | 1 |Equipment Rental and Ser FY Closed
Sequence: 2] Fiscal Year: IF Status: |E Commit Indicator: |E =
COAR Index Fund Orgn Acct Prog Acty Locn Proj
E VDLGCR ooi1zzz 222030 23510 20600
Encumbrance: | 38,324.12 Liquidation: | -38,324.12 Balance: | 0.00 -
Transaction Date Type Document Code Action Transaction Amount Remaining Balance
18-AG-2005 PORD PO0GES5E |_ | 30,324 .12 | 38,324.12  *~
15-MAT-2006 IMEI 11515109 |_ | -982.67 | 37,341.45
15-1UN-Z006 IMEI 115315854 |_ | -982.67 | 36,358,768
26-11M-2006 INEI 11536426 r | -982.67 | 35,376.11
01-1UL-2006 EQ90 ENOGO0OL |T_ | 38,324.12 | 35,376.11
01-1UL-2006 EQ90 ENOB000L |T_ | 0.00 | 35,376.11
01-30L-2006 ECS0 ENOGOO01 F | -2,945.01 | 35,376.11
20-1UL-2006 2LIg 10365030 |_ | -35,376.11 | 0.00 =




/
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‘Review and Analysis, continued:

FOIDOCH - Document History
e Query by invoice, check or purchase order
FPIPURR - Purchase/Change Order Query
e Contact for the order
e Delivery date

e Description of commodity items or service being
provided

e Review item text, if it exists

e View the index(es) and account code(s)
FGIBDST - Organization Budget Status

e Enter index

 Detail transaction activity on the account code

e Look for a direct pay invoice or wire transfer by the
description, then query the document



Review and Analysis, continued:

FAIVNDH - Vendor Detail History

e Useful when index or account code may have been
changed

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

e Look for dates that might qualify

e Query the document to view possible matches with
commodity items or service being provided

26
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" Review and Analysis, continued:

e FTMACCI - Index Code Maintenance or
* FTVACCI - Index Code Validation

e Verify the index is active — look for a termination date

* FGIOENC - Organizational Encumbrance List
e Query open PO/Enc by index, organization or fund

%@ Organizational Encumbrance List FGIOEMC 8.0.0.1 [OSU] [RROD Y i T T T T
Chart: EF Index: |QBRAD31 [T Organization: |410010 [T QBA - Business &ffairs Admin
Fiscal Year: |11 F Fund: 001100 FZ;’-‘«R - 05U General Fund Operations
Encumbrance Vendor Item Acct Prog Acty Locn Amount Commit Type
office Warld Ine | 0 |z0210 61000 | | | 7,314.60 U =
PO0S4871  |office World Inc | 0 |z0210 61000 |QsFR | | 5,830.24 [U
[P0085209  [Dell Marketing LP |0 |zozo 61000 | | | 212,51 |U
|DD11I'II'II'I1 |Fnr~||m|‘|r.=|nr~|=- Salariac [AnTaTakl | nl |1 nins |F\.‘I ann | | | A= £38 00 IW

27
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Liquidating

By Regular Pay Invoice
By Journal Voucher

By FPAPDEL - Cancel Purchase Order

By FPACDEL - Cancel Change Order



/

/

=

Liquidating by Regular Pay Invoice

See Handout for Step-by-Step Instructions

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

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

If more than one invoice

e Verity in FOIDOCH that all documents are approved in
order

e The document with the “F” final payment indicator is
the last invoice to be approved. This will close the
encumbrance

29



/
_— —
—

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



Liquidating by FPAPDEL

FPAPDEL-Cancel Purchase Order

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

e Use when no changes have occurred

e Enter text referencing the direct pay invoice, wire
transfer or other reason for the purchase order
cancellation

31
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Liquidating by FPACDEL

FPACDEL-Cancel Change Order

e Use when a change order has occurred
* You will have to know the change order sequence #
e Enter text to explain cancelling the change order

e Once the change order has been cancelled the PO can
now be cancelled if no other changes have occurred

32



ming by FPACDEL and then by FPAPDEL

e Detail Encumbrance Activity FGIENCD 8.3 (DB D) i e T T T T

Encumbrance: POD27904 [ Encumbrance Period: |F'-II

DESCriDtiD": |Farm-Tek Inc Status: |E T?pe: F
Date Established: [05-mav-z011  Balance: 0.00 vendor: |930321692 |Farm-Tek Inc
Item: |  1|Kabota Orange utility vehicle RTW1140CPR-H
Sequence: Fiscal Year: |11 Status: E Commit Indicator: |E =
COA Index Fund Orgn Acct Prog Acty Locn Proj
E TR 120001 490251 40101 46000 TEAL
Encumbrance: | 0.00 Liquidation: | n.00 Balance: | 0.00 -
Transaction Date Document Code Action Transaction Amount Remaining Balance
05-MAaY-2011 PO0Z7904 20,000,00 Z20,000,00 =
16-MaY-2011 POOZ7904 -3,000.00 17,000.00
16-MAaY-2011 POOZ7904 3,000.00 Z0,000.00
16-MaY-2011 PoQOz7o04 -20,000.,00 0.oa

B
—
—
——

1

LT R
1T
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- Contacts for Questions

Treasure Hunt
e Phone: 737-9370

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

Diane McGill
e Phone: 737-6047

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

PaCS
e Phone: 737-4261
e 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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