University of Wisconsin System
SFS Accounting Manual

Category: Purchasing Effective Date: 05/01/2009

Task or Process: Revision Date: 05/14/2009
Clean up current year Purchase Orders

Contact Information:
Name - Janet Larson Email - jlarson@uwsa.edu Phone — 608 890-1632
Name - Liv Goff Email - Igoff@uwsa.edu Phone — 608 890-2977

PO Clean-up for Fiscal Year 2009
Deadline is Monday, July 6, 2009

Are you new to this task? Please contact Janet or Livvia.

Before PO Rollover, we need to complete (or close) all purchase orders that will not be
rolled to FY 2010. Complete is the PeopleSoft term for a closed PO.

Following is a list of the criteria that needs to be met before a purchase order can be
reconciled and completed.

The PO RECON or the PO Mass C‘;Ese processes close a dispatched PO and sets its
status to Complete if any of the following sets of criteria are met for a PO:

e The PO is dispatched. (Remember to check for POs stuck in approved status.)
e (Last Activity Date) < (Current Date) - (Close Days).
Or (this more accurately applies to our configuration)
e The PO is dispatched.
e Receiving is not required.

e (Shipment Due Date) < (Current Date). <«

e (Last Activity Date) < (Current Date) - (Close Days).

Please note the above requirement regarding shipment date. Unfortunately, this may play
a factor in closing purchase orders. If you had selected a schedule date which is greater
than the current date, you might have to change this on the PO first before trying to close
it. YOU MAY OVERRIDE THE PO WHEN CLOSING THE PO USING
RECONCILIATION WORKBENCH. THE PO WILL CLOSE (SEE PAGE 9)

Each Campus Controller’s Office will notify UWSA that Fiscal Year 2009 PO
Encumbrance Clean-up is completed by 3PM on July 6, 2009.

Remaining encumbrance balances from PO clean-up must equal the carry forward
balances that are certified by campus controllers.
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1. REVIEWING PURCHASE ORDERS FOR ROLLOVER OR
CLOSURE

Recommendation for reviewing purchase orders for closure is as follows:

¢ Run the nVision report POADJBAL which lists purchase orders, their PO type,
PO Status and balances. This assists in the analysis of PO balances and
determining POs to close or roll.

Navigation >UW nVision>nVision Report Request

MN¥ision Report Reguest
Enter any information vou have and click Search. Leawve fields hlank for g list of all values.,

[ Find an Existing Value |

Business Unit:|hegins withleWADM Q
ReportID:  [begins with ¥ [POADJBAL Q
Search | Clear | Basic Search Save Search Criteria

e Fill in your business unit and the Report id of POADJBAL

e Click on the Search Button

/L mviision Report Request

BusinessUnit:  UWwaDM ReportiD:  POADJBAL Erocess Monitor
Report Manager

Description: PO bal plus GLjrnl adj

nivision Layout: UWY_BE_PO_ADW_ENG_BAL

Eun Report

Window =l Delivery
Template

el Files (xs) =l

Bl save | ELReturn to Search | [=] Mctify |

You can choose Window if you want the report to open in the window or you can choose

Web and the report will be written to Report Manager and you can open it from there.
Click on “Run Report”.
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PO Adjusted Balance Report:

Based on Act
Based on ActLog Log where tran

where tran type type equal to BCM
Delete equal to AP_YOUCHER Status
. PO_POENC and ledger ENC JNRL_LN PO POHdr
thls rOW. uw_kk_poDTL_vw uw kk_poDTL_uvw Formula record Subtotal Stat Oue Date recard
\ Liguidated Adjusted PO
*g_Pom ;LPOTYF;[ Original Enc x|  Amount =| Enc Balance=|GL Adj v| Balance ~|FO ;Lnuenate ;Lacm;pt
[ - [ B [{Mone) FMIA 0.00 (480,461.42)  (480,461.42) 0.00 (480,467 42) [ #MA #MPA EMIA
- | 7 (0000000001 |GEM 7,200.00 0.00 7,200.00 0.00 7,200.00 (D 20061205 |V
- | 8 [D00000z010 |GEN 1,000.00 0.00 1,000.00 0.00 1,000.00 [0 20070103 Y
- [ 9 Mooozodo0 GEMN 8,000.00 0.00 8,000.00 0.00 8,000.00 [0 2006-1-27 Y
- | 10 Booozool FROE £,000.00 (2,000.00) 4,000.00 0.00 4,000.00 [A 2006127 W
|11 00002006 GEM 200.00 0.00 200.00 0.00 200.00 |D 20061221 Y
| 12 01994 GEMN §,000.00 (6,000.00) 0.00 0.00 0.00 | 2006-1-27 Y
| 13 [0ozo0z GEMN 12,836.00 0.00 12,836.00 0.00 12,836.00 |D 2006127 W
| 14 |[030207TEST |GEN 1,000.00 0.00 1,000.00 0.00 1,000.00 (A 20070302 Y
| 15 [46TF026 GEMN (280.00) 0.00 (280.00) 0.00 (280.00)|C 2005-06-26 |V
| 16 |937GARS GEMN 13,136.88 (13,136.88) 0.00 0.00 0.00 | 2006-08-10 |V
|17 193756591 GEM 16,972.00 (12,936.00) 3,036.00 0.00 3,036.00 (D 2006-07-03 Y
| 18 93861368 BLKC (23,469.78) 0.00 (23,469.75) 0.00 (23,469.75)|C 2005-08-02 |V
| 19 |938G416 BLKMN 36,000.00 (36,000.00) 0.00 0.00 0.00 D 2006-07-4 Y
20 |938G431 GEM 1,980.00 {1,980.00) 0.00 0.00 0.00 (D 2006-07-4 Y
ZQEBGME BLKN 2,000.00 (2,000.00) 0.00 0.00 0.00 |D 2008-07-14 |V
| 2219386443 BLKMN 3,000.00 (3,000.00) 0.00 0.00 0.00 D 2006-07-4 Y
23 /9396212 GEM 0.00 0.00 0.00 0.00 0.00 (& 20051042 Y
EQQQEC']Q% GEMN 4013 0.00 4013 0.00 4013 |A 20070319 |V
| 25 19990105 GEM 0.00 0.00 0.00 0.00 0.00 | 20070105 Y
| 26 [999J109 GEMN 40,000.00 0.00 40,000.00 0.00 40,000.00 |D 20070103 Y
| 27 |9984110 GEMN 0.00 0.00 0.00 0.00 0.00 [¥ 20070109 Y
| 28 1998117 GEM 0.00 0.00 0.00 0.00 0.00 [Px 2007017 Y
| 29 [999JL031 6 GEN 1,000.00 0.00 1,000.00 0.00 1,000.00 (D 20070316 Y
30 |988JLCHANG GEM 250.00 0.00 250.00 0.00 250.00 |A 2007-04-06 |V
24 N0 ITaAnd =Chl A0 00t 00 AE 000 00 EE OO0 0 000 ,::pnn nn irm ARAT A e W

This is the recommended process to start closing/completing purchase orders. You will
need to know how to filter Excel columns to complete many of these tasks and to make
the most of this report. At each step you can add a worksheet to the report and cut and
paste the filtered PO’s. This will depend on your preference and the number of PO’s with
different characteristics that you need to track for year-end closing process. Follow the
steps below:

a) Save the report as an Excel spreadsheet.

b) Eliminate the line or lines without PO Numbers, typically the row with (None)
for PO ID.

c) Sort Due Date in Descending Order. Note POs with a due date after the
current Fiscal Year-end, i.e., after 200X-06-30. You will have to override
these POs in order to close them or manually override using PO
reconciliation.

d) If any POs are in Status= A, or approved, please review these POs with
Purchasing. Approved POs will roll if budget checked.
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e) Filter the PO Status for status NOT EQUAL to C (C equals
Complete/Closed). DO check POs in status of C for remaining encumbrance
balances, as an encumbrance entry must be created to eliminate all remaining
balances, negative or not. (See instructions on page 15)

1 #
3 I
B [ ¢ ] D | E | F | 6 | H [ ¢ [T wm]
2 | LWYADM
Based on Act
Based on Act Log Log where tran
where tran type type equal to BCH
equal to AP_YOUCHER Status
PO_POENC and ledger ENC JNRL_LN PO POHr
=N uw kk_poDTL_uw uw kk_poDTL_uw Faormula record Subtotal Stat DOusDate | record
]
Liguidated Adjusted PO
& |POID ;LF'O TvF~| OriginalEnc»|  Amount =| EncBalance=|GL Ad] - Balance = |PO [+|DusDate j'acmj
B |(Monep MR n.on (480 461427 (480,461.42) 0.0 (480] Sor Asvending H#HIA HMIA
7 [hoonooooot | GEN 7,200.00 0.0 7,200.00 0.0 7| SorDescending | onpgqp08 Y
8 fhoonoozo10 | GEN 1,000.00 0.0 1,000.00 0.o0 1 A 20070002 W
9 fhooozooo GEM 8,000.00 0.0 8,000.00 0.o0 8 [Top 0. 20061127 W
10 fhooozoo FROE 6,000.00 (2,000.00% 4,000.00 0.o0 4 20061127 W
11 Mhooozo0s GEM 200.00 0.0 200.00 0.o0 b 20061221 W
12 fho1agg GEM 6,000.00 (6,000.00% 0.0 0.o0 S 20061127 W
13 fhozooz GEM 12,936.00 0.0 12/936.00 0.o0 12 o 20061127 W
14 |030207TEST | GEM 1,000.00 0.0 1,000.00 0.00 1| P 2007-03-02 W
15 [46TFO36 GEM (280.00) 0.00 (280.00) 0.0 # 2005-08-26 W
16 | 4376565 GEN 13,136.88 £13,136.88) 000 .00 il segE0 Y
AT 19376581 GEM 154972.00 (12 936.00) 3,036.00 0.0 3,036.00 |D 2006-07-03 W
18 |938G136 BLKC (23 469.75) 0.00 (23 469.75) 0.0 (23 469.75)|C 2005-08-03 W
18 19358G416 BLKN 36,000.00 (36,000.00) 0.00 0.0 0.00|D 2006-07-14 W
20 |9358G431 GEM 1,980.00 (1,980.00) 0.00 0.0 0.00|D 2006-07-14 W
21 |938G442 BLKN 2,000.00 (2,000.00) 0.00 0.0 0.00|D 2006-07-14 W
(22 |938G453 BLKN 3,000.00 (3,000.00% 0.00 0.00 0.00|D 2006-07-14 W
2319396212 GEM 0.0o 0.00 0.00 0.00 0.00|c 20051042 W
24 |999EC1234 GEN 4013 0.00 4013 0.00 4013 [A 20070313 W
(25 1999)105 GEM 0.0o 0.00 0.00 0.00 0.00|c 20070005 W
(26 |999J109 GEM 40,000.00 0.00 40,000.00 0.00 40,000.00 |D 200700109 W
(27 1999J110 GEM 0.0o 0.00 0.00 0.00 0.00 ¥ 200700109 W
(281999117 GEM 0.on 0.00 0.00 0.0o0 0.00 |PX 20070117 W
28 |999JL0316  GEN 1,000.00 0.00 1,000.00 0.0o0 1,000.00 |D 20070316 W
30 [989JLCHANG GEM 250.00 0.00 260.00 0.0o0 250,00 |A 2007-04-06 W
240000 1IThand =Chl 400 ann nn FAE NON NN FE NN nn nan EE OO NN Im ARAT Al AR A
f) Click down arrow key next to PO Status and click Custom.
Custom AutoFilter
Show rows where:
P2 Skat
Idoes ok equal j IC ;I
&and Cogr
| ] | =
Use ? ko represent any single character
Use * to represent any series of characters
Ok I Cancel |

You can customize the filter by choosing “does not equal” from the drop down arrow on
the left and typing in C on the right, if you have not deleted the completed PO’s from
your list. Then click OK. From this point you should only be working on Purchase
Orders that have not been completed.

g) Before you go any further, you can filter on PO Type for blanket orders, insert

another worksheet and cut and paste these PO’s that you will want to close
eventually. All blanket orders must be completed and not rolled. Go to PO
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TYPE using Custom and “equals” BLKN, BLKC, etc. Cut and paste these
PO’s into another worksheet, if you prefer to keep a record.

ﬂ |
2
EIE]] B [ ¢ | D E | F | G | H [k [ L [ M ]
2 | LW ADM
Based on Act
Based on Act Log Log where tran
where tran type type equal to BCM
equal to AP_Y¥YOUCHER Status
PO_POENC and ledger ENC JNRL_LN PoHdr
| 3 | uw_kk_poDTL_uvw uw kk_poDTL_uw Formula record Subtotal P Stat Due Date | record
F]
Liguidated Adjusted PO
& |POID LLF'O TYFx| OriginalEncx|  Amount v‘ Enc Balanci]GLAdj - Balance = |PO Stat LLDueDate LLBCMLM
[ - [ B |(Mone) #Nj 000 | (480,461.43) a 0.00 [ (4B04B1.47)[ #MA sua | #NA
| 7 |988MYD01 | GEN 0.00 {2,000.00] (Tep 10-.) ]J 0.00 (2,000.00 |0 eonr-0r-02 |V
| 8 |[JMLFY2008 |GEN 0.00 {1,500.00) EE;US;%T.‘Z]] L 0.00 (1,500.00)|D 20070302 Y
| § |998PC1234  |GEN 1,000.00 (2,000.00)] (2000009 0.00 1,000.00)|0 2070130 Y
|10 938G416 BLKN 36,000.00 (36,000.00)| 150000 0.00 0.00 |D e Y
119386431 GEN 1,880.00 {1,380.00] (100000 0.00 0.00 |D 20080714V
(139386442 BLKN 2,000.00 {2,000.003| 7% 0.00 0.00 |o awosore W
14 |838G453 BLKN 3,000.00 (3,000.00}] 1000 0.00 0.00 | 20080714 Y
17 8880110 GEN 0.00 0.00 | tz0.00 0.00 0.00 |x 0070003 |V
19 (9990117 GEN 0.00 0.00 | 200.00 0.00 0.00 |Px ooty Y
| 20(998.T1234  GEN 1,500.00 1,500.003| 2000 0.00 0.00 o aoroes W
|21 |TESTDELETE |GEN 0.00 0.00 | 100000 0.00 0.00 |A 2070320 Y
22 [TESTHOLDZ |GEM 5,000.00 {5,000.003| 120000 0.00 0.00 |D mMez29 Y
|24 |TESTPOD0Z | GEN 180.00 {180.003| 303800 0.00 0.00 |D eoor-02-28 |V
|26 |TESTTPE00 | GEN 1,610.00 (1,610.00}| 320500 0.00 0.00 |o aw0r0313 W
|27 [%147103 GEN 175,000.00 | (175,000.00)| 720000 x 0.00 0.00 | 20060728 Y
|28 [%147208 GEN 800.00 (300.003 0.00 0.00 0.00 |D 20080718V
|29 |988EC1234 |GEN 4013 0.00 4013 0.00 4013 |A 20070343 |V
| 30 |TEST1205_1 PROE 100.00 0.00 100.00 0.00 100.00 |0 2o0e-205 |V
|31 |TESTDELZ | GEN 120.00 0.00 120,00 0.00 120,00 |A eoor-0z13 |V
|32 (00002006 | GEN 200.00 0.00 200.00 0.00 200.00 |D eong-221 Y
|33 |988JLCHANG |GEN 250.00 0.00 250.00 0.00 250.00 |A 20070408 |V
34 [TESTOO01 | GEM 600.00 0.00 600.00 0.00 500.00 | 2o0e-24 |V
|36 |TEST222 GEM 800.00 0.00 £00.00 0.00 500.00 |0 2006208 |V
|37 0000002010 | GEN 1,000.00 0.00 1,000.00 0.00 1,000.00 |0 0070103 |V
h) Next, undo the blanket filters by clicking on “(All)’and then filter for the
value of zero in the Enc Balance column. Note that the liquidated amount
matches the encumbered amount so these purchase orders are fully liquidated.
You can close all these Purchase Orders unless you would like to leave the
blanket orders open for a specific time before year-end.
UWYADM
Based on Act
Based on ActLog Log where tran
where tran type type equal to BCM
equal to AP_¥OUCHER Status
PO_POENC and ledger ENC JNRL_LN FOHdr
uv_kk_poDTL vw uw_kk_poDTL vw Formula record Subtotal P Stat Due Date record
Liguidated Adjusted PO
FOID =|PoTYF=| OriginalEnc=|  Amount =| Enc Balancex|GL Ad] ~| Balance ~|PO Stat v|owDae v |BCM wht
938G416 BLKN 36,000.00 {36,000.00} 0.00 0.00 000 |o 2008074 |V
9386431 GEM 1,380.00 (1,930.00) 0.00 0.00 0.00 |0 20060714 |V
9386442 BLKM 2,000.00 (2,000.00) 0.00 0.00 0.oo o 2006074 Y
9386453 BLKN 3,000.00 {3,000.00 0.00 0.00 0.00 |o 2008074 W
890110 GEM 0.00 0.00 0.00 0.00 0.00 | 20070108 |V
9984117 GEN 0.00 0.00 0.00 0.00 0.00 |Px 2007017 Y
99071234 | GEM 1,500.00 {1,500.00 0.00 0.00 0.00 |o a0rotes W
TESTDELETE GEM 0.00 0.00 0.00 0.00 0.00 | 20070320 |V
TESTHOLDZ GEM 5,000.00 (5,000.00) 0.00 0.00 0.00 D o0B--29 W
TESTPOOOZ | GEM 180.00 {180.00) 0.00 0.00 0.00 |D aor0zze W
TESTTPBO0  GEM 1,610.00 (1,610.00) 0.00 0.00 0.00 o 20070313 |V
#147103 GEM 175,000.00  (175,000.00) 0.00 0.00 0.00 D 2006-07-28 W
H147206 GEN 800.00 {900.00) 0.00 0.00 0.ao o 2006074 Y
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1) Next take Enc Balance Filter off (choose all), then filter on Adjusted PO
Balance = zero. (Hint you may need to enter 0.00.)

E B [ ¢ | D | E | F | G | H S I
2 | IUWWADM
Based on Act
Based on Act Log Log where tran
where tran type type equal to BCM
equal to AP_¥DUCHER Status

PO_FPOENC and ledger ENC JNRL_LN FOHdr
i uw_kk_poDTL_vw uw kk_poDTL_uw Formula record Subtotal PO Stat Due Date record
4

Liguidated Adjusted PO

5 |POID =|POTYFx| OCriginalEncx|  Amount | EncBalance=|GL Adj ~| Balance ~|PO Stat v |ouepate = |BCM bt
|10 (9386416 BLKM 36,000.00 (36,000.00) 0.00 0.00 0.00 | 2006-07-14 Y
11 938643 GEM 1,980.00 (1,980.00) 0.00 0.00 0.00 |D 2006-07-4 Y
EQSSGME BLKN 2,000.00 (2,000.00) 0.00 0.00 0.00 |D a006-07-4 Y
14 |938G4453 BLKM 3,000.00 (3,000.00) 0.00 0.00 0.00 |0 2006-07-14 Y
17 (399110 GEM 0.0a0 0.00 0.00 0.00 0.00 % 0070108 Y
EQQQJH? GEN 0.00 0.00 0.00 0.00 0.00 |Px aor-0-17 Y
| 20 |898JT1234 GEM 1,500.00 1,500.00) 0.00 0.0 0.00 (D 0070125 W
| 21 |[TESTDELETE GEM 0.0a0 0.00 0.00 0.00 0.00 A 0070320 Y
22 |[TESTHOLDZ2 GEM 5,000.00 {5,000.00) 0.00 0.00 0.00 |D 061228 Y
24 |TESTPOODZ | GEN 180,00 (180.00) 0.00 0.0 0.00 (D 070228 W
| 26 [TESTTPBO0 | GEN 1,610.00 (1,610.00) 0.00 0.00 0.00 |D 0070313 Y
| 27 M147103 GEN 175,000.00 {175,000.00) 0.00 0.00 0.00 |D a0e-07-28 Y
i}{M?QDG GEM 900,00 (900,00 0.00 0.0 0.00 (D 2006-07-14 W

If you see an adjustment in the GL Adj column and this PO has not been
completed, it can now be completed. Add another worksheet, and cut and
paste if you prefer to keep track of these PO’s.

j) Now take off the filter for Adjusted PO Balance = zero (choose All). Change
the filter to Adjusted PO Balance not equal to zero using the Custom filter.
This will return the PO’s which have balances. (If you have not deleted the
non-PO lines, ignore the first line as this reflects salary encumbrances.)

me
ks - A& PO Stat
KIE] B[ ° ] D [ E [ F [ 6 ] H [ [ [ J [ K LT
2 | LMWWEXT
Based on Act
Based on Act Log  Log where tran PO Eal amt per
where tran type type equal to the KK_LIQ
equal to AP_YOUCHER record from the  Diffin AdiPOBal
PO_POENC and ledger ENC JNRL_LN uw_kk_pobal_v lessPOEAL per
[ 3] uw_kk_poDTL_ww uw kk_poDTL_vw Formula record Subtotal v kk_liqrecord FO Status
4
Liguidated Adjusted PO
L& |POID x|POTYPE | originalEncx]  Amount x| EncBalancdz|GL Adj =| Balance w|PoBAL  [<|Dif -lrostat =
[ - (6 (None) (None) 000 (2,5658098.29)| (2,564,898.25) 0.00 | (2,565,888.25) 0.00 [(2,565,298.25)| (Noney
8 |UTEDT0A243 GRMNT 8,810.00 (1,147.90) 766210 0.00 766210 | 1532420 (7,B62.10)|D
| 8 |UTEDT0AI24 GEN 18,820.00 0.00 18,820.00 0.00 16,820000 |  18,820.00 0.00 D
{10 |UTE144H281 GRNT 24,600.00 0.00 24,600.00 0.00 2450000 | 15,854.22 864578 |D
11 |UTE159H380 PROE 122,780.00 000 122,780.00  {119,204.00) 3,576.00 3,576.00 000D
- [15 |UTE362G736 GEN 16,971.74 0.00 1637174 (15,543.45) 1,428.28 1,428.29 000D
- 17 |UTE926F240 PROE 35,184.00 0.00 35,194.00 0.00 3518400 |  35194.00 0.00 D
18 |UTES26F343 PROE 21,315.00 0.00 21,315.00 0.00 21,31500 |  21,315.00 000D
- [33|UTFO208613 BLKC 1,627.56 (1,22067) 406.89 0.00 40688 406.89 000 |D
- [ 24 |UTFO208743 BLKC 7,500.00 (2,928.79) 4,571.21 0.00 457121 4,571.21 000D
| 25 |UTFO20B764  BLKS 30,000.00 (11,395.94) 18,604.06 0.00 18,504.06 |  18,604.06 000D
- [ 36 |UTFO20B775 BLKC 12,000.00 (4,236.35) 7,763.65 0.00 776365 7,763.65 000D
- [ 37 |UTF0208786 BLKC 10,000.00 (2,334.55) 7,605.45 0.00 7,60545 7,605.45 000D
- |28 |UTFO208801 BLKC 7,000.00 (2,699.58) 4,300.42 0.00 4,300.42 4,300.42 000D
- | 29 |UTFO208812 BLKC 7,000.00 0.00 7,000.00 0.00 7,000.00 7,000.00 000D
- | 30 |UTF0208823 PROE 36,800.00 (26,750.00) 10,150.00 0.00 1015000 |  10,150.00 0.00 D
- [ 33 |UTF020B856 GEM 32,857.00 (20,282.00) 12,575.00 0.00 1257500 | 12,575.00 000D
- 35 |UTFD22F514 BLKC 367.50 0.00 367.50 0.00 367.60 367.50 000D
- |37 |UTFO22F820 GRNT 14,000.00 (5,091.50) 8,908.50 0.00 880850 | 17,817.00 (8,908.80)|D
- | 38 |UTF034B355 BLKGC 4,011.84 (3,008.08) 1,002.78 0.00 1,002.78 1,002.78 0.00 D
- | 38 |UTFO704420 GEMN 21,808.00 0.00 21,809.00 0.00 71,80800 | 21,809.00 000D
- [41|UTF0706781 BLKC 1,111.08 (707.81) 403.27 0.00 40327 403.27 000D
- [ 42 |UTFO70GEES BLKP 31,000.00 (26,342.08) 4,166.94 0.00 4,756.94 4,166.94 000D
| 43 |UTFOT0G695 BLKS £0,000.00 (73,808.02) 6,191.98 0.00 6 10198 6,191.98 000D
- [44|UTF095G503 BLKC 2,713.22 (802.13) 1,811.08 0.00 1,871.08 1,811.08 0.00 D =
L. EnAAREALL B 1i000 00 FETTYS £ ad non T £ ad T anln
15 o Sheeti Il T
Draw~ g | Autoshapes~ . w [ O & 4l 28 @& & {’)ovgvévfzﬁﬂ.jﬂ L
=
Ready WM

&) stant| B2 nbon for tpaman, .| 3] close_po e the 8., | & Mictosstt Photo Ed.. | @1 Repon Mareger-.. | 5] UwieDMPOaD.. |[ETUWEXTPOAD 2 [« 21O )3 1223PM

This is the list of open purchase orders with a balance.
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Note: You WILL NOT BE ABLE TO ROLL ANY PURCHASE ORDERS WITH A
BALANCE LESS THAN $50, so as a last step, you can filter the Adjusted PO balance
of greater than $0 and less than $50 and close all these purchase orders. UWSA will be
monitoring PO balances and see how you are doing closing them. At the campus level,
the first review should be done the end of April or early May.

All Purchase orders entered for this current fiscal year will either be at a status of
COMPLETE or you will be rolling this PO.

Once you have run the PORECON process, you may still have problems and the system
may not complete/close all of your purchase orders. This may be due to a ship date
scheduled in the future (change the date) or other issues. Call Janet Larson (608-890-
1632) or Livvia Goff (608-890-2977) if you are having problems.

Finally, be sure to filter the final POADJBAL nvision report on the PO Status of X and
C. If balances still exist, for any reason, make sure you have run a budget check on these
purchase orders. If there is still a balance on any completed or canceled POs after budget
checking, you will need to do an encumbrance adjustment for these POs. Canceled (X)
or Closed/Completed (C) POs with balances will affect the carry forward encumbrance
certification balance.

See page 15 on how to enter encumbrance journals to reduce these balances to zero.
Use query uw_8s_KK_PO_ACTIVITY_suM2 to get the funding and balance information for a
specific PO.

KKl B [ ¢ T o [ E T F T & [ H ] [ [ K L M 7
2 | LMWMYMIL I
Based on Act
Based on Act Log  Log where tran PO Bal amt per
where tran type type equal to the KK_LIQ  Diffin dj PO
equal to AP_YOUCHER record from the Balless PO
PO_FPOENC and ledger ENC JNRL_LN uw_kk_pobal_w BAL perkk_lig
3 uw_kk_poDTL_vw uw_kk_poDTL_vw Formula  recon d Subtotal »  recon d PO Status
4 B
Liguidated Adjusted PO
5 |POID__ |=|POTYPE [=| oOriginal Encl=]  Amount [=| EncBalanci=|GL Adj =| Balance =fFoBaL | [=|Diff PO Stat [+
- [3409]K0535808  IGEN 12.45 0.00 12.45 oo 12.45 o) 1] 1249 |C
- 3801 |K058723 FROE 39.68 0.00 39.68 oo 39.68 o) 1] J9.6Q |C
- | 3956|K0T0946 FROE 200.00 (160003 40.00 0o 40.00 oo 40.0Q |&
703z
7033
7034
7035
TO36
037
7038
034
7040
7041
7042
7043
7044
7045
7046
Jo47
7048
7049
7050
7051
7052
7053 =
(al ¥} al
4 4 b M|\Sheet1 K 1 s
Draw = L3 | AutoShapes = ™ \IZICDHJJ:Z:LQI.::"] &'A'A‘ETEJJB E}f i
= =
Filter Mode UM

4 Start| [ Re: Bark... | 9] closs_po... | &g Microsat .. | £ Report ... | 5] UwiaDM-...| B UWERT-... | &1 Budget C.. |[EUwMIL | &) Ouenha. | 2 [« @ Y2 1:05ru
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IMPORTANT:

The encumbrance balances left in the prior fiscal year will be reported to DOA as
rollover encumbrances. If there are amounts for $50 or less, these will be analyzed
and we will not allow them to roll. Cleaning up balances in the GL and cleaning up
your purchase orders must be done. If you need help with any of these procedures,
please do not hesitate to call Janet Larson or Livvia Goff.

2. RECONCILING OR CLOSING PURCHASE ORDERS

The first step in PO Rollover is to get as many purchase orders as possible in a complete
status. After reviewing your purchase orders, you will have a list of purchase orders you
want to close. There are a number of ways to close or reconcile purchase orders:

A. Reconciliation Workbench (described below)
B. Close Individual POs (described below)
C. The Mass PO Close Process allows a list of POs to be closed and this is described

in the Mass PO Close Process manual at this link under Accounts
Payable/Purchasing Manuals:
http://www.uwsa.edu/fadmin/sfs/89trainingmaterials.htm
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A. Reconciliation Workbench: You can reconcile one purchase order or many purchase
orders by selecting those purchase orders at Reconciliation Workbench.

Navigation: >Purchasing> Purchase Orders> Reconcile PO’s>
Reconciliation Workbench

I Request for Quotes ;I Main Menu = Purchasing = Purc
[ Procurement Contracts Reconcile POs
= Purchase Orders
[- StagelSource Requests Pertarm reconcilistion activities on purchase ord

[> Acknowledgements
[> Manage Change Orders

E" Reconciliation Workbench
" - Analyze, approve, dispatch, unapprove,
~ Reconcile FI""'E; cancel, close, previes and print POs.
— Reconciliation
WWarkhench
= Close Purchage
Drders
— Reopen POg
[+ Review PO Infarmation
[ Reports
[ Budget Year End
Processing

— Addflipdate Express

If you do not have a Workbench ID of RECON, use “Add a New Value”.
Or if you have already created a RECON run control, simply find the existing value and
search for it.

Reconciliation WerkBench

f Find an Existing Walue Add a New Value

Business Unit: [UwADN C
WorkBench ID: [RECON|

Add

Find an Existing Yalue | Add a New Value

There are many filter options:
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Reconciliation WorkBench

Filter Options
Business Unit: LA M WorkBench ID: RECON
Description: PO Recon

Search Criteria:
Enter search criteria and click on Search. Leave hlank for all values.
Search Criteria

Purchase Order: [5596712 | Q, To; ez o Range of PO numbers

PO Date: [ H e [ # Range of PO Dates

ActvityDate: | B To; = Range of Last Activity Dates

Due Date: [ H e [ @ Range of Due Dates (or scheduled date)
Request BU: [ & RequistonD: |  Q

Vendor ID: I—Q

Item ID: |—Q

Buyer: | Q

Contract SetiD: | Q

Contract ID: | Q

Release Number: I Q
GPOID: | Q

GPO Contract: |

T open [ Approved [ Dispatched [ Cancelled [~ Pending Appr

Recv Reqd |Receivingis Cptional ﬂ

[aF 1} " Mot Received " Partially Received Fully Received
[ Required [ Mot Required

Al " None " Partial Match " Fully Matched

r Open Encumbrances

Custornize | Find | view Al | 8 First M 4 o 1 [ Last
GL Unit Account Fund Dept Program Class Project Affiliate Budgyet Date Location Code
[ al ey ey al Q| al Q| ey e QFE

Search | Beturn to Reconciliation WorkBench

For Example: If you need to reconcile purchase orders relating to a certain buyer. Enter
the buyer’s 3 character operator id and

Buyer: et aQ

Contract SetiD: | Q
|
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| =mns 1 =

Buyer: |L5T Q

B jcontract SetiD: I_Q

Click on the Contact n: ll_—q
Release Number: Q

search key at —

the bottom of | keccomas

p g T open [ Approved [ Dispatched [~ Cancelled [~ Pending Appr
[ Required [ Mot Required
coan " Not Received Partially Received  © Fully Received
™ Required ™ Not Required
o " None  partial Match ' Fully Matched
I~ Open Encumbrances
| [ChartFields

GLUnit  Account Operating Unit FundCode Department %‘H“—m Class Project Affil

el JaJalJal &l _Ja_Jal |

Search | Return to Reconcliation WorkBench

Return to List

A list of Purchase Orders for that buyer will be listed. You select those you want to
close. Once you have checked these PO’s, you will click on the CLOSE button at the
bottom on the screen.

Reconciliation WorkBench
Business Unit: LA WorkBench ID: RECOMN

*Description: |Po Recon

Select POs for Further Processing
List of Purchase Orders

Detail Y  Other

Purchase Order g{’a‘ius POStatus Hold PODate  LastActiity  Vendor ID Buyer % g':ﬁf’g %ﬂ Lines

[ 147206 Dispatched N 07/14/2006 027232007 0000001633 TaylorLori 5YS Mo Match =
™ ®147151 Dispatched N 07/14/2006 127222006 0000002807 Taylor,Lori 5YS Mo Match 1 =
[ X147140 Dispatched N 07/28/2006  01/052007 0000002245  Taylor,Lori 5YS Mo Match 1 =
[ 147136 Dispatched N 07/28/2006  07/282006 0000002249 TaylorLori SYS Mo Match =
[ X147125 Dispatched N 07/28/2006  01/052007 0000002269 Taylor,Lori 5YS MoMatch 1 =
[ 1471144 Dispatched N 07/14/2006  07H 442006 0000001466 Taylor,Lori 5YS Mo Match =
[ X147103 Dispatched N 07/28/2006  02/08(2007 0000002258 Taylor,Lori 5YS Mo Match =
[~ IESTTPEOO Dispatched N 03/13/2007 04432007 0000001989 TaylorLor SYS Mo Match 2 =
[~ TESTROOO0Z Dispatched N 027282007 02282007 0000000475 Taylor,Lori 5YS Mo Match =
™ TESTHOLDZ & Disnatched N 12/28/2008 02/23/2007 0000000256 TawlorLor SYS Mo Match =
I 999EC1234 Approved N 03192007 0318/2007 0000000001 Taylor,Lori 5YS MNo Match =
¥ 9336453 Dispatched M O7A4/2006  O7A 442006 0000000381 Taylor,Lori 5YS Mo Match =
¥ 9336447 Dispatched M 07 4/2006 07/ 442006 0000000027 Taylor,Lori 5YS MNo Match =
¥ 9386431 Dispatched M O7A4/2006  O7A 442006 0000004828 Taylor,Lori 5YS Mo Match =
¥ 9386416 Dispatched M 07 4/2006 07/ 442006 0000000802 Taylor,Lori 5YS MNo Match =
[ 00002006 Dispatched M 12(21/2006  01/0262007 0000000008 Taylor,Lori 5YS Mo Match 1 =
¥ Selact Al Clear Al

Action: Apprave | Unapprovel Cancel Close Dispatch Freview
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The next screen indicates whether the PO’s are qualified or not. Exception to accounting

Reconciliation WorkBench ﬁscal year POS after 6_
Processing Results 30-2009. use a date no
Business Unit: LIWAD M WorkBench ID: RECOMN !

*Description: |PO Recan

Select POs for Further Processing

Accounting Date for Action: |U4123J’EUU? El

date when closing 2009

later than 6-30-2009. Do
not use the current date.

T ATToun]
Not Qualified ; First [4] 1 o 1 [ Last Raied ewall  First 4 190627 B L ast
oD Log POID Line Sched Distrib Line
[ 99anYon e p 00002006 =
a38G416 =
q38G431 =]
038442 =]
038453 =
999EC1 234 =
999,109 =]
Q99NYI08 =
Override 989NY2008 =
Button
¥ select Al Clear Al
Proceed:  Yes Delete iliatinn WarkBench

If they are not qualified see the note below. The accounting date for action should
remain the current date because this is the date you are closing the purchase order. Click
“Yes” to proceed with the closing. EXCEPTION — When you close POs for the Prior
Fiscal Year you can not use a date after the end of the fiscal year. Example, POs for
FY 2009 can not have a close date after 6-30-009.

NOTE: If using the close option, you close selected POs to further processing. You
can OVERRIDE unqualified POs and make them available for closing by checking
the box next to the PO IDs and clicking the Override button.

Mot Gualified Wiy Al First E 1of 1 E Last
PO ID Log
agn 001 = @

Click override button to move this PO to the Qualified Close

When you are comfortable with the list of POs to close, select “Yes” next to “Proceed:”
This message will come up as a warning, click on Yes if you want to continue to close
PO’s.

Continue to Close POs. (10224 10)

feg | Mo |

Remember — Closing POs can not be easily reversed, if at all.
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B. Close Individual POs

Navigation: >Purchasing> Purchase Orders> Reconcile Purchase
Orders> Close Purchase Orders

Search for a Run Control. A good name is PORECON.

{ Close PO

Run ControlID:  PO_REOQPEN Report Manager Process Monitor i

PO Post Run Option: I {Invalid Walo vl
Business Unit: I

PO Humber: I .
—— ~——  OEE €XCeption for
ChartField Criteria Customize | .
GLUnit  Account Fund  Dept Program Class Project accountlng date bEIOW
[]a Closing 2009 fiscal
year POS, use a date no
m, Action;  |08/28/2007  [5) I™ use Current Date as Acct. Dat later than 6-30-2009.

< [ Update Budget Date Equal to Accounting Date

B save | S\ Return to Search | [=] matify |

N~—_

Remember — Closing POs can not be easily reversed, if at all.

Enter your business unit and PO Number and click on Run.

Pay attention to the Accounting Date. When you close POs to the Prior Fiscal Year
you can not use a date after the end of the fiscal year. Example, POs for FY 2009
cannot have a close date after 6-30-09. If performing this task after the last business
day of the fiscal year, use the last business day of the fiscal year for the Accounting
Date. Otherwise the encumbrance liquidations will be created in the next fiscal year
and this is not the desired result. (Note: Yes, these statements and text boxes are
repetitive, but the entire process depends on selecting the correct accounting dates.)

Process Scheduler Request

User ID: T2J Run Control ID: PORECON
Server Name: | PEUNE 'l Run Date: |03r28:2005 1
Recurrence: I 'l Run Time: |2:1 1:07PM Resgetta Current Date/Time |

Titme Zone: | Q

Select Description Process Name Process Type Type *Format Distribution
r Cloge Purchase Ordar Report FPOPOOOG SOR Report Vieh x| [POF - | Distribution
¥ Close Purchase Orders FO_PORECON Application Engine IWeb FOF 'I Distribution

PO_POREP PsJah I(None) =| [(noney =] Distribution

Fill in Server name and click on the Close Purchase Order checkbox. Click OK.
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Closing a PO or PORECON changes the status on a purchase order to “COMPLETE”. A
purchase order with a “COMPLETE” status cannot be vouchered against and remaining
encumbrance balances are liquidated. This process must be run in order to reverse non-
encumbered amounts; however, the process itself does not change any encumbrance
amounts on the KK ledger tables. You must run Budget Check on the reconciled PO’s to
actually correct the tables. (Please see previous pages for running RECON via
Reconciliation Workbench)

After you run PORECON or close a purchase order, you must run Budget Check on each
PO reconciled or you can run a batch Budget Checking process by business unit to
complete the Recon process.

C. Close a list of POs using PO Mass Close Process: New Feature

The Mass PO Close Process allows a list of POs to be closed and this is des¢_o«ew_\ the
Mass PO Close Process manual at the UW-System Training Manuals link under
Accounts Payable/Purchasing Manuals:
http://www.uwsa.edu/fadmin/sfs/89trainingmaterials.htm

Advantage — After determining the POs that should be closed using POADJBAL, the
entire list can be copied into a spreadsheet and formatted to load a file into SFS.

Last Step in PO Close is to run PO Budget Check
Navigation: >Purchasing> Purchase Orders> Budget Check

Choose a run control or create one.
" Budget Check Request

Run Control ID: ~ ALLIOBS Report Manager Process Monitor

Run |

Budget Check Request ind | Yiew A First [] 1of 1 [¥] Last
=l

Request Number:
 Once & !

& Rlways *Description: PO BCHM
" Don't Run
‘BusinessUnit:  [value 7]  BusinessUnit [UWPLT | Q
POID: All -
PO Date: ] - Budget Check entire
Actg Date: Al - Business Unit
PO Type: All -
Buyer ID: All -
Origin: All -
PO Status: Al =2

Mid Roll Status: | All B

& Save | S\ Return to Search | +[5] Previous in List | +[5] Nest in List | [=] Natify |

This set up runs a Budget Check for the entire business unit.
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See below for a specific PO.

|/ Budget Check Request ',

Run

Run ControlID: ~ ALLJIOBS

Eeport Manader

Process Manitar

gtineteeckibe st Find [ view Il First [ 1.0 1 [] Last
=
€ Once Request Number: 1
 nlways *Description: PO BCM
© Don't Run
“Business Unit:  [Value ~]  Businessunit: [UWPLT | Bud get
PO ID: [atue =l pom: HBBIT Q) Check a
PO Date: Al ~ T
) specific PO
Acty Date: All -
PO Type: All -
Buyer ID: All hd
Origin: All -
PO Status: Al -
Mid Roll Status: All -

B save | E\Return to Search | +[E] Previous in List | 42 Mext in List | [=] Matity |

3. ENTERING PO ENCUMBRANCE ADJUSTMENT JOURNAL
ENTRIES INTO GL

There are instances when purchase order balances do not get cleared when running
PORECON. See next page for an example of a journal to fix a purchase order balance.
Additional explanation at the end of this document in Appendix 1.
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/" Header Y Lines ' Totals y Emors | Approval |

Unit:  LWwPLT Journal ID: POF<BALI Date: 03/06/2006

Long Description: I i‘

*Ledger Group: IACTUALS [™ Auto Generate Lines

Ledger: Adjusting Entry: | Mon-Adiusting Entry 7]

*Source: Fiscal Year: 2006

Reference Number: I Period: |—9 A|Wa} /S click on

SJE Type: = ADE Date: [205201 Commitment Control
Journal Class: I— I™ save Journal Incomplete St |iNK tO select

Transaction Code: | “Encumbrance”
Currency Defaults: WSOV CREMT M1

Reversal Do Mot Generate Reversal Commitment Santral
H zave | LU Return to Search | Motity | s Refresh

Header | Lines | Totals | Errars | Approval

Er Add | UpchsteDizplay

e The Journal ID must begin with PO to identify it as a Purchasing Journal entry.
e Enter ENC as the Source code on the Journal Header panel.

e Click on the COMMITMENT CONTROL line, this is where you choose

sommitment Control

" Actuals and Recognized

& Encumbrance _

" Pre-Encumbrance

" Collected Revenue

© Actuals, Recognize and Collect
" Planned

™ Bypass Budget Checking

I~ override  Qverride User ID:
Override Date:

Ok | Cancell Refreshl

e The Reference field on the Journal Lines panel must contain the full PO ID.
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Mew Window | Help | Custornize Page | .5,
Lines Y Totals ' Enors Y Approval |
LT Journal ID:  POFIXBALT Date 03082006 'Process: [EdJoumal T | Process
Sealch Criteria I Errors Only Line: [ 10/ B E

ILII’IE Unit Ledger SpeedType Account Fund Dep Program Class Project Base Amount Reference Jourt|
1 UWPLT  ACTUALS Q 3105 102 711060 6 -211,417.76 H50723 Eg;‘&
2 UWPLT  ACTUALS <, 4800 102 701030 3 -13,848.71 H50861 E:r'i;"n‘
3 UWFLT  ACTUALS Q3740 102 541015 0 -12,266.00 H50686 sdvel
4 UWPLT  ACTUALS @ 2820 144 214428 5 -10,750.00 HS0567 Sei
5 UWFLT  ACTUALS Q 3840 144 214420 5 -10,076.50 H50813 Sub|
6 UWPLT  ACTUALS Q 3105 102 361060 7 -B,4B6.70 H50544 gg;‘&
7 UWFLT  ACTUALS Q arm 144 214420 5 -7,870.96 H50147 Subg]
8 UWFLT  ACTUALS Q3100 14 211141 2 -5,304.00 H50183 Supp]
g UWFLT  ACTUALS Q3100 128 62300 F -5,202.08 H50572 Supy]
10 UWFLT  ACTUALS @ 4800 107 701025 6 -5,061.03 H50860 22;””‘

Customize | Find | View All | i First [E1] 10f 1 [+ Last
btal Lines Total Dehits Total Credits  Journal Status Budget Status
0.00 341,915,509 E v

Return to Search | [=] Motify | 1 Refresh Eend
| Totals | Errors | Approval
4 | »
€1 LD et

e No offset account is needed but you can use 8120 reserve for encumbrance account if
you prefer to have a balanced journal.

These journals do not post — Budget Check creates the encumbrance adjustment.

If you have any questions, contact Janet Larson 608-890-1632 or Liv Goff 608-890-2977.

4. PRE-ROLLOVER CONCERN
POs distributed by Quantity instead of Amount

Every year we have concerns with purchase orders that were distributed by Qty rather
than Amt. There is a definite problem with PO Rollover when rolling purchase orders
using QTY rather AMT. Therefore, before the rollover occurs, each campus must run the
UW_PO _DISTRIB_BY_QUANTITY query. This query shows purchase orders that
are distributed by QTY that are not complete, not cancelled and not blanket orders.

If you plan on rolling any of the purchase orders that appear as a result of this query, you

should change the PO distribution type from QTY to AMT for the rollover. We can not
guaranteeing the results of PO rollover if you do not complete this prior to PO Rollover.
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Appendix 1

How to resolve Closed PO Encumbrance issues with remaining encumbrance
balances or negative encumbrance balances.

Look at the PO in WISDM

UNIVERSITY OF
WISCONSIN SYSTEM

JISDM

MAIN MENU

'

Main Menu

¥ Comment Help

Depariments ™
Projects L
APIPO * PO Search

* \oucher Search

* Vendor Search

Other
Tools
My Favorites

Data Mart for PeopleSolt Financials

[/ Database Status

Appointments * PO Encumbrance Search |

ent Status Start Time -
compleied 33200340101 IMake sure to select the right
Completed 3/3/2009 4:13:24) H H
Completed 3/3/2009 4:13:24) bUSIneSS unlt

BM CHANGES EFFECF 1 =aninnnn——
To view PO entries — Look at

My Profile

Help

Logout

Posted by sysrfruehling on 2/3/2009
Effective today (2/2/2009), some enhancen|

Reporting includes some features for all prdg PO SearCh and PO
use the SFS Grants module. You will see s

Encumbrance Search
additional information at the top of the projd

ramnne WIS cantacte 2 Car camnncac that nica tha Rodaat (™ antral Danart in WIS veon il

o

Lines

Y " ) T T ey

2\MB110LL/A, Apple Keyboard
3|MAS3ELL/B, Apple 60V MagSafe Power Adapter for MacBook
4 MB111LL/A, Apple Wireless Mighty Mouse

1 Part# Z0FV, MacBook, 13=inch aluminum, 2.4 Ghz configured per attached quote 2 W 41004561 20454 1 1.692.00 Closed
20454 EA 1 49.00 Closed
20454 EA 1 71.00 Closed
20454 EA 1 £9.00 Closed
20454 EA 1 183.00 Closed

5 AppleCare Protection Plan for MacBookS3130LLAA- Auto Enroll

Distribution

2.064.00

1 13195 530500 1 1 Closed 1.692.00
2 113195 102 530500 1 1 Closad 49.00
K] 13195 102 530500 1 1 Closed 71.00
4 13195 102 530500 1 1 Closed 69.00
g 13195 102 530500 1 1 Closed 183.00
2.064.00
Invoices

00100543 11/12/2008 1 1.692.00

00100542 11/12/2008 2 1 49.00

00100542 11/12/2008 3 1 71.00

00100542 11/12/2008 4 1 £9.00

1.881.00

Results from PO Search. Problem occurs when a line is not vouchered correctly and the PO is closed.
This situation happens when a PO line is fully liquidated, additional vouchers associated to the over-
liquidated PO and the line amount is increased on the PO.

Second issue is when a multiple line PO has vouchers associated to the wrong line, resulting in an over-

liquidated and an under liquidated line.
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Fund ||—
Dept |is exactly =l
Project [
Program |—
Accountlis exactly ‘I |
Accounting Period [0l =] through [13 (CLOSE) =]
PO [starts with x| [ooooo0sszs

PO Date [is exactly =] | |
Vendor ID |
PO Vendor Name [is exactly =] |
Records Per Page Iﬂ
Output [web r

PO L PO O enieName ot Dot Proect Progan oSG o |

0000005938  10/20/2008  APPLE COMPUTER INC 102 530500 3195 2.064.00
2.064.00

5?&‘555&%25 FUND-DEPARTMENT SEARCH

M‘ Wisconsin Data Mart for PeapleSoft Financials

Main Menu ¥ Comment Help Add to Favorites |[IGRERE| - EGEERE|

SEARCH CRITERIA =
Fund 102

Dept | starts with | [530500 =
Descr|is exactly x| |
Manager |is exactly =] |

Records Per Page a0 x
_ Encumbrance view at
| department search
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MainMenu ¥ Comment Addto Favorites  UWRVF - [EEI|

View as: [Web =
REPORT OPTIONS:
Project Option: [Only Department 7| _1 =

Time Period: |YTD through | |E| (MAR) | Advanced DEPARTMENT(S):

Account Tree: [ACCOUNT_NO_FRINGE (DEFAULT) =] 530500 Information Tech Leadership
Drilldown Level: IBLlsmess Unit Major Accounts (DEFAULT) | Manager: Reed,Stephen

Program: |AII vl Excluding Projects

View: IFigures vl Rollup

% Budget Used

EXPENSES
Expenses
-- Salary Permanent

—- Unclassified Salary 160.778.00 0.00 109.512.06 5433332 -3.067.38 102
—- Classified Salary 22.045.00 0.00 14,102 88 5.783.16 -541.04 104
-- LTE/Student
-~ LTE Salary 10.954 00 0.00 777911 0.00 3.174.89 M
—- Student Salary 0.00 0.00 397 75 000 -397.75
- Supplies & Expense
- Supplies & Expense 8.874.00 0.00 0.00 0
- Supplies & Expense 376000 0.00 9282 32 252
1 TOTAL 206.411.00 0.00 141.074.12 29| M
[0 T @ ineernet [#100w - 4

|

Other causes of remaining encumbrance balances —
Timing issues with Rolled POs when new-year vouchers entered before roll over.
New Year POs created with the wrong accounting dates or vouchers entered in the old
year.

Entering PO Encumbrance Adjustment Journal Entries into GL
There are instances when purchase order balances do not get cleared when running
PORECON. Here is an example of a journal to fix a purchase order balance.

Header Y Lines ' Totals " Erors ) Approval |

Unit:  UWPLT Journal ID: - POF[XBAL1 Date: 03/06/2006

Long Description: I

i

*Ledger Group: IACTUALS [T Auto Generate Lines

Ledger: Adjusting Entry: I Maon-Adjusting Entry |32

*Source: @ Fiscal Year: 2006

Reference Number: Period: 9
S.JE Type: I ‘l ADB Date: IDSIDBIEDDG
Journal Class: I [~ Save Journal Incomplete Status

Transaction Code: I

Currency Defaults: USD S CREMNT /1
Reversal: Do Mot Generate Reversal

Commitment Control

B save | L\ Return to Search | [=] motify | [Ek s | UpdateDisplay

Header | Lines | Totals | Errars | Approval
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The Journal ID must begin with PO to identify it as a Purchasing Journal entry.
e Enter ENC as the Source code on the Journal Header panel.

e Ifyouclickonthe COMMITMENT CONTROL line, this is where you

Commitment Control

 Actuals and Recognized
& Encumbrance _
 Pre_Encumbrance
 Collected Revenue

 Actuals, Recognize and Collect
 Planned

™ Bypass Budget Checking

I~ Override  gyerride User ID:
Override Date:

o The Reference field on the Journal Lines panel must contain the exact PO ID. If not,
it will not be associated with the PO on the PO adjusted balance report (POADJBAL
— nvision report).

Lines Y Totals | Emars | Approval \
LT Journal ID:  FOFIXBALT Date:  0305/2006 “Process:[EdJoumal  T] | Process
t  Search Criteria I~ Errors Only Line: [ 10 E =
|
Line Unit Ledger SpeedType Account Fund Dept Program Class Project Base Amount Reference Jour
1 UWPLT ACTUALS @ 3195 102 711060 B -211,417.76 HA0723 E:E‘I
2 UWPLT ACTUALS @, 4800 102 701030 B -13948.71 H50861 2_221
3 UWPLT ACTUALS Q 3740 102 541015 1} -12,465.00 HS0686 Adve
4 UWPLT ACTUALS @ 2620 144 214425 i} -10,750.00 H50567 S e
3 UWPLT ACTUALS O, 3840 144 214420 5 -10,078.50 H50813 IS Uk
[ UWPLT  ACTUALS O 3195 102 361060 7 -8,466.70 HI0544 Sg:‘l
7 UWPLT  ACTUALS Q 3720 144 214420 5 -7.8y 096 HS0147 Sub:
8 UWPLT  ACTUALS Q3100 114 2114 2 -6,304.00 H50183 Sup|
£l UWPLT ACTUALS Q3100 128 BE2300 F -6,20298 H30572 Sup
10 UWPLT ACTUALS Q4800 102 701025 B -5,081 83 H30860 872;”
I Cu; 2 | Fi First E 1 of 1 E| Last
ptal Lines Total Dehits Total Credits ~ Journal Status Budget Status
| 0.00 341,815.58 E %
| Return to Search | [=] Matity | L Refresh [EMY
| Totals | Errors | Approval

e No offset account is needed but you can use 8120 reserve for encumbrance account if
you prefer to have a balanced journal.

These journals do not post on-line. They are marked as Posted during overnight
processing.

The budget check creates the encumbrance adjustment entry.

If posting the Encumbrance is required during the day — notify UWSA.
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