Entering PO Encumbrance Adjustment Journal Entries into GL

· The Journal ID must begin with PO to identify it as a Purchasing Journal entry.

· The Transaction Type on the Journal Header panel must be “E” to designate Encumbrance. 

· ..or… You can use the Excel template to create your journal rather than entering it online.  If you go this route remember to choose the Excel Encumbrance Load process vs the one you usually use called EXCEL UPLOAD ACTUALS.  This process will automatically designate the journal as Transaction Type “E”.

· Enter your BU as the Source code on the Journal Header panel

· The Reference field on each of the Journal Lines must contain the PO ID.

· The offset will be the 8120 reserve for encumbrance account.

