FGAENCB

General Encumbrance
Adjustments



University Regulations

R.05.02.060 Travel and Relocation

A. Travel / 2. Definitions

i. Travel Authorization Form (TA) - the official
approval form designated for documentation of
all costs associated with a specific trip to meet
federal income tax, and internal reporting
requirements, encumbrance of funds, and
approval of related advances.

The traveler agrees, by signature, to
abide by the University Regulations. The
appropriate supervisor’s signature is also
required.

Projected out of pocked expenses
incurred by the traveler will be
encumbered via FGAENCB using the
unique number printed on the Travel
Authorization (TA). The actual expenses
will be reimbursed to the traveler upon
completion of a Travel Expense Report
(TER).

Changes to an existing Travel
Authorization must be signed by the
supervisor and traveler prior to any
change to the encumbrance.

6/14/2010

TA No. UNIVERSITY OF ALASKA
TRAVEL AUTHORIZATION
Traveler's Name : Dept. Name :
BANNERID : Dept. Contact :
Employee _ NonEmployee ___ Student _ Volunteer ___ Dept. Phone :
Mailing Addr : Dept. Address :
ARE YOU A CITIZEN OR PERMANENT RESIDENT? YES____ NO____
Reason for Trip : Kﬂ;ﬁ ’lﬁltc?' L;T:;Zr:% qu'?f?ksani'?é’ifnyee ane
Dept. Travel Card Used [ JNo [ ]Yes#
Travel From : Dept. PCard Card Used [ [No [ JYes#
Travel To : Other Procurement Used [ JNo [ ]Yes #
Date Leaving : Return Date : Comments
Meeting Dates : Agenda/Schedul, must be provided for all conference travel.
Personal Dates : Comparison itinerary Must be provided when personal leave dates are included.

** | understand that a travel advances must be cleared when th

Regent’s Regulation R05.02.06 A. 14. b. (2) Original

that the advance may be withheld from my pay check. Travel Advance (If Appli

Meal and Incidentals: PerDiem__ OR Actuaf__ Estimated Costs: - -
Claiming less than allowable Per Diem Transportation : Mode of Travel $
Do you require approval? Lodging Days at $ $
Standard Lodging rate x 150% =
Meals Days at$ $
For approval of Lodging greater that 1.5 times (150%) the Car Rental ' $
Standard Per Diem Rate, FAX this authorization form to your Other (specify) $
ini - ial it.
MAU Travel Administrator - PRIOR to any financial comment TOTAL TRAVEL s

* Junderstand | must request the discount rate offered to government agencies and obtain the most economical rate available.
Insurance costs will not be reimbursed. Exceptions must be approved in advance by the travel administrator.

e travel expense report is filed, and if not cleared within 30 days of return
ble) Amount R ted:

1 will ensure that an expense report, with required documentation, is submitted within 15 days after travel has been completed.

the reason for the failure to

do so must be explained on the expense report.

Traveler’s Signature :

ipts should be i If not

Date :

Supervisor / Dept. Head :

Date :

Dean/Director (out of state approval) :

Date :

Signatures above attest that information recorded on
intentions related to performance of

No travel is to be performed until an approved auth

If for any reason the travel as requested is changed, a revised request will be submitted immediately for approval.

form is a true, accurate, and complete representation of
university-related business activities.

orization for specific dates is returned to the traveler.

Encumbrance Maintenance
TA No. TOTAL TRAVEL AMOUNT
Fund Orgn. Acct. Amount Less Travel Card Amount <= >
Less ProCard Depart. Card Amount < - >
Less Other Amount(s) <- >
.1
$ <:> Encumbrance Total <:> $
Entered By : Date : Comments:

WHITE - Travel Office ~ YELLOW - Dept. Copy

Travel Forms / 01/2008




Overview

Use the Encumbrance/Reservations Maintenance (FGAENCB) form to enter a change in amount or accounting to
an existing open encumbrance. A General Encumbrance is unrelated to a purchase order and includes direct pays
(DP), limited purchase orders (LPO), petty cash (PC), travel authorizations (TA), and utility agreements (UT).

The procedures in this document detail the steps to create a General Encumbrance. Since this form is used for
different encumbrance transaction types, there are several fields that must contain transaction-specific
information. These fields are detailed below.

For all travel encumbrances changes, the original TA paper form must be signed and approved before additional
funds may be encumbered in Banner. The TA's changes must be entered into Banner before the travel takes
place.

If an encumbrance change is determined not necessary, return to the header page and select “Cancel Change”
from the Options menu.

Trans Encumbrance Number Encumbrance Title Format Rule
Type Assignment (35 characters maximum) Code
DP Use automatic numbering Name of vendor and invoice DPO1
(NEXT feature) number
LPO  Document number begins with Name of vendor and invoice LPO1
LP or use automatic numbering  number
(NEXT feature)
PC Use automatic numbering Petty Cash followed by description PC01
(NEXT feature) of payment
TA Document number begins with Enter the name of the traveler, the TRO1
TA and is pre-printed on travel date(s) of University-related travel,
authorization form and the location (i.e. destination
city)
uT Use automatic numbering Type of service and account uTO1

(NEXT feature) number



The following slides will describe four typical encumbrance change scenarios

#1. Increase Encumbrance Slide 6

This may occur when additional days are added to the planned trip, or it is determined a rental car
is required. Remember the increase must be approved with a signature before Banner entry.

#2. Decrease Encumbrance(Partial Liquidation) Slide 14

Usually similar reasons apply as for increasing the amount, such as days of the trip have been
reduced, or alternate lodging / transportation has been arranged.

Excess funds will be returned to the department’s budget when the encumbrance is finalized, but if
there are changes, it is practical to return the funds to the original budget making the funds
available to other travelers as soon as possible.

#3. Move funds from one FOAPAL to a different FOAPAL Slide 21

On occasion, it is required to move the encumbered amount - either total or partial - from one
accounting sequence (FOAPAL) to another. Funds may be moved to an existing FOAPAL on the
encumbrance, or it may be necessary to add another FOAPAL record to accommodate the change.

#4. Total Liquidation Slide 27

The entire encumbered amount is returned to the department’s budget due to a trip cancellation, or
the balance remaining when a trip is finished and only partially paid to the traveler. Generally, the
remaining balance is automatically returned to the proper budget, but it is the responsibility of the
department to ensure the encumbrance balance is zero. This can be determined through
FGIENCD.



FGIENCD

Basic facts and the balance remaining for the
entire encumbrance are displayed.

=7

=

File Edit
= \

Encumbrance:

Block Item Record Query Tools Help

TaD1z345 |7

BEEE 2% BEHE & & R

2 o |

Encumbrance Period: I:I

Information is displayed by sequence number
and shows the accounting sequence
(FOAPAL), original encumbrance amount,
amount liquidated, and remaining balance for
sequence displayed.

Description:

‘Traveler, S 01/25 - 02/03/10 LAY

Date Established: |01-3an-2010 Balance: 1,000.00

Status:
vendor:

E Type: E

‘30022966 |Trave|er, Susan

E.

Item: 0 [Document Accounting Distribution

All activity associated with the currently
displayed sequence will be listed by
Transaction Date beginning with the earliest
transaction.

Sequence: 1 Fiscal Year: |10 Status: |E Commit Indicator: |U =
COA Index Fund Orgn Acct Prog Actv Locn Proj
3 [ [101010 [so0az [z02s [n166GA [ [ [
Encumbrance: &00.00 Liguidation: | 0.00 Balance: 00,00 =
Transaction Date Type Document Code Action Transaction Amount Remaining Balance
[oran-zo10 frror Tan12345 = \ 1,000.00 [ 1,00000 =
[1o-mav-zoin frror To1z3458 [ \ -200.00 [ 00,00
[ [ . [ \ |
[ [ L L \ |
L [ [ L \ |
[ [ [ L \ |
| — | e— | — — s I

Before any changes are made to an encumbrance, the form FGIENCD (Detail Encumbrance Activity)

must be viewed to:

1. Determine what the Encumbrance Change Number will be based on prior changes displayed.
2. Verify the encumbrance will allow a change if the Status is open (O), current fiscal year, and the
Commit Indicator is ‘U’ (Uncommitted).
3. Note the accounting sequence(FOAPAL) associated with the encumbrance to determine which
sequence will be adjusted, or if another sequence must be added to accommodate the desired

change.



Change #1

Increase Encumbrance

Increase dollar amount encumbered on existing accounting sequence (FOAPAL) and/or add new

FOAPAL

Go to form FGIENCD and enter
the encumbrance number to be
adjusted.

The detail for this encumbrance
shows one accounting sequence |
(FOAPAL).

There have been no changes or
liquidation to the original
encumbrance. The only
transaction displayed is the
original encumbrance entry.

File Edit Options Block Item Record Query Tools Help

P > = = P I
BOE BEER v BEE & & RE T & & 20 X
’E}! Detail Encumbrance Activity FGIENCD

Encumbrance H TAD12345 F Encumbrance Period:

Description: Traveler, 5 01/25 - 02/03/10 LAY Status: [0 Type: [E

Date Established: [o1-3an-2010  Balance: 1,000,00 Vendor: [30022966 [Traveler, Susan E.

-

Item: 1} ‘Document Accounting Distribution

Sequence : 1 Fiscal Year: |10 Status: |€ Commit Indicator: |u— =

coa Index Fund orgn Acct Prog Acty Loc Proj

B \ [toL010 [ponaz (2025 116664 [

Encumbrance: L0000 Liquidation: | noo Balance: | 1,000.00 ]

=
-

Transaction Date Type Document Code Action Transa ction Amount Remaining Balance
01-JAN-2010 TROL TAD12345 |— | 1,000.00 ‘ 1,00000 =
1 /II:/ | O [ [

—
Change Type: Increase 6



Access form
FGAENCB

7

File Edit Options Block Item Record Query Tools Help

B

HMEEE % REE & & 8 & | &

Encumbrance Number:  [TAD12345 [7 1

1. Encumbrance Number:

Enter the original TA number of document
to be changed.

2. Encumbrance Description
Allow defaulted description to remain

3. Document Total:

The NET amount of this change — in this
case $150.00 (see detail at right)

Encumbrance Header

Document Total:

Transaction Date: |16-APR-2010 [

Encumbrance Description: |Travaler. S 01/09 - 02/05/09 LAX

2

® Encumbrance
Labor

Encumbrance Type:

Memo

Net encumbrance
change

vendor ID: B 30022066 [ *|fTraveler, Susan s,
Encumbrance Change:
Title: ‘
Date Established: 05-MAR-2010 [
—

Distribution
« NSF Checking
Deferred Editing

Document Reference:

4. Transaction Date:
It is important to update this field from the
date displayed to the current date.

5. Vendor ID:

If this field was entered on the original
encumbrance, the ID may not be removed.

An example of determining the Document Total for an
encumbrance increase:

Original Encumbrance = 1000.00
Net encumbrance change = 150.00
Adjusted total amount = 1150.00

Because the net amount of the change is 150.00, the total
encumbrance amount will be increased to 1150.00, but it is the
change not the result that will be entered in the Document
Total field.




6. Encumbrance Change:

Every change to an encumbrance requires
a unique number entered into the
Encumbrance Change: field. The
following naming convention
accommodates the unique requirement,
yet maintains a recognizable connection to
the original number.

The first Encumbrance Change number
will drop the second character in the
original encumbrance number and add an
A to the end of the change number. (ie:
TA012345 becomes T012345A). The
second Encumbrance Change will use the
next letter increment of "B" (ie:T012345B)
The third change will be T012345C....and
So on.

7. Title:

This field requires data entry, and defaults
the data entered in the Encumbrance
Description field. It is recommended to
update this data with an explanation of the
current change.

File Edit Options Block [tern Record Query Tools Help

QVE EEAERE 5P 2E® @ & RE ZH ¢ 4 2@ L X
7
Encumbrance Number:  |TA012345 F
Encumbrance Header
Encumbrance Description: |Travalen S 01725 - 02/03/10 LAX Document Total: 150.00
Transaction Date: |16-AFR-2010 @
Encumbrance Type: ® Encumbrance
Labor
Memo
Vendor ID: 027 hd |TravE|Er, Susan E. . .
Encumbrance Change{ [To123454 6 T012345A indicates

first change to this
encumbrance

Title: o€ 01/2s - 02/03/10 Lax [

EErETTE
e

Date Established:

Document Reference:

Distribution
W MNSF Checking
Deferred Editing

TA012345 = Original Travel Encumbrance
TO12345A = 15t Change
T012345B = 2" Change
T012345C = 3 Change




8. Date Established: Allow the
original date displayed to remain.

<Next Block> to Transaction Detail.
OR

9. Document Text: may be entered
at this point.

If the encumbrance change is using
restricted grant funds with a sensitive
acct code, the grant technician will
require supporting information to ensure
the encumbrance meets the
requirements of the grant. Include the
following information in document text:

1. Name of Traveler

2. Destination
3. Dates of travel
4. If an RFN is en-route, please notate

5. How was the travel listed in the
proposal

6. Purpose of the travel (eg, name of
conference)

7. Describe reason of encumbrance
change

From the Options Menu, select
Document Text

The following slide will describe text
entry

File Edit Options Block Item Record Query Tools Help
BOE HEEE 9% BEE O &
@

Encumbrance Number: [TA012345 (¥

Encumbrance Header

Encumbrance Description: |Trave|er1 S 01/09 - 02/05/09 LAX

Encumbrance Type: ® Encumbrance
Labor

Memo

vendor ID: [30022966 |7 |[Traveler, Susan s,

Encumbrance Change:

Title: ‘
Date Established: D8-MaR-z010 [ 8
Document Reference: ’—

Distribution
" NSF Checking
Deferred Editing

Document Total: 150.00
Transaction Date: |16-APR-2010 @




From the Options Menu, select
Document Text and enter desired
information. <Save> to return to header
page, then <Next Block> to Transaction
Detail.

RO E BEEE 99 BE@X & & K o | | SR | e

raGeneral Text Entry FOATEXT B.4.0.1 (PREP)

Type: EMC F Code: |[TAD12345 F Default Increment: 10
Text Print Line

|Enter information concerning the encumbrance ] 10 B . .
manually designatin

|f|:ur documentation purposes ] zZ0 \ y . y g g

|Seperate lines of text with a period (.} [] 30 these llnes as 15 and 161

I O 40 after <Save>, they will

|Each line will allow up to 65 characters ] 50 appear between LlneS 10

" - — d 20

|The Line number is unique for each line ] 70 an

|and increments by 10, Lines may be inserted ] a0

|int|:| existing text by assiging a line number ] an |t is Very importa nt that

| . = each line of text is

|L||30n next entry, these two lines will appear O @ . . .

|between 'Enter information’ & ‘for documentation’ ] aSSIgned a Unlque Llne

| m number.

[ ]

Change Type: Increase 10



Key Block: These fields may not be

File Edit Options Block Item Record Query Tools Help

updated, but display basic @@ B RCER 5% B0E & & U6 D@ ¢ 5 2 0 X
encumbrance information. { |
10- Sequence: The Cursor reSideS 2::::;(:9: : 1 10 Zilj:r‘:n:i:l:umhrance Amount: "

at Sequence 1 upon entry. Navigate || e me - e
(Tab) to the Amount field and enter

the dO”ar amount if this iS the COA ™ Index ~ Fund ~ Orgn * Acct ~ Prog ~ Acty  ~ Locn ¥ Percent
sequence in which the encumbrance| -
iS increased. Commit Type: Amount: 150,00

If finished, <Next Block> to access
the Completion Block.

Net Amount will equal the -
Document Total. Complete: @ In Process: @ Net Amount: 150.00

- OR - <Next Record> to the

desired Sequence. If the encumbrance increase affects more than one
FOAPAL, enter the appropriate amount in the correct

If a new FOAPAL is required for the sequences, so the net amount equals the Document
encumbrance: Total.

<Next Record> to allow the system
to assign the Sequence number, and
continue entry with new FOAPAL
and dollar amount.



11. Journal Type: For travel
encumbrances, enter TR01 only. It
is important to use the proper g CIElx
Journal Type to ensure accurate  |u-r fems 4% Go@ & & 90 « 4 o 0 x

. . . . . . i) K
accounting distribution within the

system.
Navigate (Tab) through Project:, e [ e mbrenc s [

44
11

Journal Type: |TR01 E‘Travsl Encumbrance
COA, Index to Fund. Project: ] Leave these fields

blank.
Fund:
COAE] lndexE] Fund E] Orgn E] Acct E Prog F Acty E Locn E] Percent

0 rg n :** 3 [ [tor010 [so0az [z050 [tssoen u |

cct . NSF Override Commit Type: Amount: ‘
A Ll

Encumbrance Number: [TA12345¢  Encumbrance Title: [Traveler, S 01/09 - D2/05/03 LAX Document Total: | 1,500.00

Prog:**

Enter the appropriate FOAPAL for
the encumbrance change. (These
numbers will be found in the

Encumbrance Maintenance area
of the TA)

The COA (Chart Of Accounts) will auto-populate. The

_ University of Alaska uses “B” only.

“*Note the Prog code will default Actv, Locn, Percent are fields not used by the University
when the Orgn code is entered. Do | of Alaska, do not enter data.

not change this defaulted number,
but ensure the field is populated.




Amount: Enter the appropriate dollar

1 File Edit Options Block Item Record Query Tools Help
amount for this FOAPAL T T R A T
V= =
. Encumbrance Number;  TAD12345  Encumbrance Title: Traveler, S 01/25 - 02/03/10 LAX Document Total: 150.00
If additional FOAPAL sequences are C
necessary to complete the Status: : Fiscal Year: 10

Sequence: 3 Current Encumbrance Amount:

encumbrance change, <Insert Record> | swwmatue mo -« ol evmsons

and repeat the process. The o

Sequence number WI” Increase con + Index ~ Fund * Orgn * Acct < Prog v Actv T Locn T Percent
incrementally with each entry. ;

Commit Type: Amount: 150.00

When finished, <Next Block> to access | \Z -
the Completion Block.

The Net Amount is the sum of all e B oo 3 O
amounts entered and will equal the
Document Total: in the Key Block.

Even though encumbrances left In Process are
incomplete documents, the dollar amount entered
is reserved from the budget.

If an incomplete encumbrance It is important to complete all documents in a
change is determined not necessary, timely manner.

return to the header page and select

“Cancel Change” from the Options

menu.

Select Complete: or In Process:




Change #2

Decrease Encumbrance

Decrease dollar amount encumbered on existing accounting sequence (FOAPAL)

Go to form FGIENCD and enter the
encumbrance number to be adjusted.

Key Block describes the encumbrance
and displays total balance for all
accounting sequences.

The detail for this encumbrance shows
more than one accounting sequence
(FOAPAL).

Detail of transactions appear in
chronological order for each FOAPAL.
The original encumbrance entry is
displayed as well as a change to
liquidate $200.

Sum of all FOAPALSs for this
encumbrance

File Edit Options Block Item Record Query Tools Help

B &

BEEE 9% BEHE & & F Tifh | | %2 @ X

’%3! Detail Encumbrance Activity FGIENCD

Encumbrance: TAD12345 [7 Encumbrance Period:
Description: veler, 5 01/25 - 02/03/10 LAX Status: |3 Type: |E—
- Date Established: [01-1an-zo10  Balance: 1,350.00 endor:  [300zz966 [Traveler, Susan E.
i Item: 1} |D0cumant Accounting Distribution
Sequence: 1 Fiscal Year: llT Status: |E Commit Indicator: |U
9 con Index Fund Orgn Acct Prog Actv Locn Proj
3 101010 [so0az 2025 [o166GA [ [ [
Encumbrance: 800.00 Liguidation: | 0.00 Balance: 200.00
- A
Transaction Date Type Document Code Action Transaction &mount Remaining Balange
- 01-1AM-2010 TROL TAD12345 [ \ 1,000.00 \ Jfoooon 2
10-MAT-2010 TROL 0123454 [] \ -200,00 \ YIS
| [ [ [ \ \ /
] ] [ ] IE ‘ ‘ ‘
) . ,7 (| Scroll bar indicates more 7
[_{ than one FOAPAL for this
encumbrance. View other
FOAPALSs by clicking the
down arrow.
Change Type: Decrease 14




Access form
FGAENCB

1. Encumbrance Number:

Enter the original TA number of document
to be changed.

2. Encumbrance Description
Allow defaulted description to remain

3. Document Total:

The NET amount of this change — in this
case $-200.00 (see detail at right)

4. Transaction Date:
It is important to update this field from the
date displayed to the current date.

5. Vendor ID:

If this field was entered on the original
encumbrance, the ID may not be removed.

File Edit Options Block Item Record Query Tools Help

EE) HMEBE »% @M & & B T @ X
]
Encumbrance Number; | TA012345 F
Encumbrance Header
Encumbrance Description: |Trave|en 5 01/25 - 02/03/10 LAX 2 Document Total:
Transaction Date: |16-APR-2010 |28
Encumbrance Type: ® Encumbrance
Labor
Memo

vendor ID: [z0022066  [>][Traveler, Susan E.

Encumbrance Change: [T012345B

Title: |

Date Established: o1-1an-2010 (3

Document Reference;

Net encumbrance
change

Distribution
v NSF Checking
Deferred Editing

An example of determining the Document Total for an
encumbrance decrease:

Original Encumbrance =1,350.00
Net encumbrance change = -200.00
Adjusted total amount =1,150.00

Because the net amount of the change is -200.00, the total
encumbrance amount will be decreased to 1,150.00, but it is the
change not the result that will be entered in the Document
Total field.




6. Encumbrance Change:

Every change to an encumbrance requires
a unique number entered into the
Encumbrance Change: field. The
following naming convention
accommodates the unique requirement,
yet maintains a recognizable connection to
the original number.

The first Encumbrance Change number
will drop the second character in the
original encumbrance number and add an
A to the end of the change number. (ie:
TA012345 becomes T012345A). The
second Encumbrance Change will use the
next letter increment of "B" (ie:T012345B)
The third change will be T012345C....and
So on.

7. Title:

This field requires data entry, and defaults
the data entered in the Encumbrance
Description field. It is recommended to
update this data with an explanation of the
current change.

File Edit Options Block Item Record Cuery Tools Help
& BEBEE 9% BEE & &
2

Encumbrance Number:  |TA012345 F

Encumbrance Header

Encumbrance Description: ‘Traveler, S 01/25 - 02/03/10 LAK

Encumbrance Type: ® Encumbrance
Labor

Memo

Document Total: ’—-NDM
Transaction Date: |16-APR-2010 @

T012345B indicates

Vendor ID:

azzo raveler, Susan E.
Encumbrance Changg |To1z345B 6
Title: 7

Date Established: n1-3an-z010 (&
Document Reference:

Distribution
v NSF Checking
Deferred Editing

second change to this
encumbrance

T012345A
T012345B

TA012345 = Original Travel Encumbrance
1st Change
2nd Change
T012345C = 3rd Change




8. Date Established: Allow the original
date displayed to remain.

<Next Block> to access Transaction Detail
page.

OR

9. Document Text: may be entered at
this point.
If the encumbrance change is using
restricted grant funds with a sensitive acct
code, the grant technician will require
supporting information to ensure the
encumbrance meets the requirements of
the grant. Include the following information
in document text:

1. Name of Traveler

2. Destination

3. Dates of travel

4. If an RFN is en-route, please notate
5

. How was the travel listed in the
proposal
6. Purpose of the travel (eg, name of
conference)
7. Describe reason of encumbrance
change

From the Options Menu, select Document
Text and enter pertinent information.
<Save>

The following slide will describe Text Entry.

File Edit Options Block Item Record Query Tools Help
=] HEAEE %% BEXN & &
%

Encumbrance Number:  [TA012345 (¥

Encumbrance Header

Encumbrance Description: |Trave\er, S 01/09 - 02/05/09 LAR

® Encumbrance
Labor

Encumbrance Type:

Memao

vendor ID: [s0022966  [=][Traveler, susan B.
Encumbrance Change: [TO12345B

Title: |
Date Established: 01-1AN-2010 @
Document Reference: 8

Distribution
« NSF Checking
Deferred Editing

Document Total: ’—-Z‘DDDD
Transaction Date: ,m@




From the Options Menu, select
Document Text and enter desired
information. <Save>....

BN E BEEE 9 BEN & & & o | o | 25| g

ot

%4 General Text Entry FOATEXT 2.4.0.1 (PREP)

Type: EMC F Code: |[TAD12345

F Default Increment: 10

Text Print Line

|Enter information concerning the encumbrance ] 10 B d . .

esignating these
|f|:ur documentation purposes ] 20 \ I y g1 5 gd 1 6
|Seperate lines of text with a period (.} [] 30 INes as an ’ .
[ O a0 after <Save>, they will
|Each line will allow up to 65 characters O 50 appear between LlneS
. O 60 10 and 20
|The Line number is unique for each line ] 70
|and increments by 10, Lines may be inserted ] a0 . .
|int|:| existing text by assiging a line number ] an lt 1S Very Important that
I = T each line of text is
|L||30n next entry, these two lines will appear [] @ aSS|gned a Unlque
|between 'Enter information’ & ‘for documentation’ ] |_|ne number_
| e
[ ]

Change Type: Decrease

18



10. Sequence: The cursor resides at
Sequence 1 upon entry. If this is the
sequence to be changed, navigate to
the Amount field and enter the dollar
amount or navigate (arrow down) to the
correct Sequence.

11. Amount: Enter the appropriate
dollar amount for this FOAPAL

When finished, <Next Block> to access
the Completion Block.

The Net Amount is the sum of all
amounts entered and will equal the
Document Total: in the Key Block.

Select Complete: or In Process:

If an incomplete encumbrance change
is determined not necessary, return to
the header page and select “Cancel
Change” from the Options menu.

File Edit Options Block Item Record Query Tools Help

= HMEEE 9% BE@H @ & K 8 @0 X

Encumbrance Number:  TA012345  Encumbrance Title: adfs Document Total: -200.00

Status: P 1 0 Fiscal Year: 11
Sequence: 1 Current Encumbrance Amount:
Journal Type: TRO1 ¥ Travel Encurnbrance

Project:

COA -~ Index ~ Fund ~ Orgn * Acct ~ Prog -~ Acty  ~ Locn ¥ Percent

11

MNSF Override Commit Type:  Uncarmmitted Amount: -200.00

B 101010 0042 2025 1560GA

Completion FGAEMNCE

Complete: @ In Process: @ Net Amount: @

Encumbrances left In Process are incomplete
documents.

It is important to complete all documents in a
timely manner.

Change Type: Decrease 19



Change #3

Move funds encumbered on existing accounting sequence (FOAPAL) to

a different and/or new FOAPAL

Go to form FGIENCD and enter the
encumbrance number to be adjusted.

The detail for this encumbrance shows
multiple FOAPALSs as indicated by the
scroll bar at the right side of the
FOAPAL information.

Note the Document Code displayed is
T012345B. The unique Encumbrance
Change number to enter in FGAENCB
will be T012345C for this fund
movement change.

Detail of transactions appear in
chronological order for each FOAPAL.

File Edit Block Item Record Query Tools Help
= HEAEER 29 EB@H & 8 ® G & @ X
L]

Encumbrance: H TAOLZ2345 F Encumbrance Period: l:l

Description: [rest Status: [0 Type: [E

Date Established: [19-MAR-2003  Balance: 800,00 vendor: | [

] Item: o |Document Accounting Distribution

Sequence: 1 Fiscal Year: |03 Status: |F Commit Indicator: |U

COA Index Fund orgn Acct Prog Acty Locn Proj

3 [ [103010 [so12¢ [z130 [30613a \ [ [
Encumbrance: 450.00 Liquidati ‘ 0.00 Balance: 450.00

-

Transaction Date Type Document Code Action Transaction Amount Remaining Balance
19-MAR-2003 TROL TAD12345 r | 200.00 | 200.00 4
25-MAR-2003 TRO1 ITEYIY) [] [ 0.00 [ 200,00
26-MAR-2003 TROL ] [ 250,00 [ 450.00

[ ] [ F | |

| |

L [ [ [ | [

[ [ [ [ [ [
Change Type: Move 20




Access form
FGAENCB

1. Encumbrance Number:

Enter the original TA number of
document to be changed.

2. Encumbrance Description
Allow defaulted description to remain

3. Document Total:
The NET amount of this change — in

Gl ]

File Edit Qptions Block Item Record Query Tools Help

E HAEE % BEE & & 0 og | <k | €2

TAD1Z345 [T 1

Encumbrance Number:

Encumbrance Header

N

Encumbrance Description: |Trave|er, S 01/25 - 02/03/10 LAX

Document Total:

4 Transaction Date: |14-APR-2010 @

Encumbrance Type: ® Encumbrance
Labor

Memo

Net encumbrance
change

vendor ID: (30022968 [*][Traveler, Susan E.
Encumbrance Change:
Title: ‘
Date Established: na-mar-z010 (&
’—

Document Reference:

Distribution
' MNSF Checking
Deferred Editing

this case $0.00 (see detail at right)

4. Transaction Date:

It is important to update this field from
the date displayed to the current date.

5. Vendor ID:

If this field was entered on the original
encumbrance, the ID may not be
removed.

Because the net amount of the change is 0.00, the total
encumbrance amount will be neither increased or
decreased. The net change of 0.00 will be entered in the
Document Total field.

An example of determining the Document Total:

Original Encumbrance = 800.00
Net encumbrance change = 0.00
Adjusted total amount = 800.00




6. Encumbrance Change:

Every change to an encumbrance requires
a unique number entered into the
Encumbrance Change: field. The
following naming convention
accommodates the unique requirement,
yet maintains a recognizable connection to
the original number.

The first Encumbrance Change number
will drop the second character in the
original encumbrance number and add an
A to the end of the change number. (ie:
TA012345 becomes T012345A). The
second Encumbrance Change will use the
next letter increment of "B" (ie:T012345B)
The third change will be T012345C....and
So on.

7. Title:

This field requires data entry, and defaults
the data entered in the Encumbrance
Description field. It is recommended to
update this data with an explanation of the
current change.

File Edit Qptions Block Item Record Query Tools Help
& HAEE %% BEHE & & B
&

Encumbrance Number:

TAD1Z345 [T

o | <

Encumbrance Header

Encumbrance Description: |Trave|er, S 01/25 - 02/03/10 LAX

Encumbrance Type: ® Encumbrance
Labor

Memo

vendor ID: (30022968 [*][Traveler, Susan E.

\ 4
na-mar-z010 (&
—

Encumbrance Change:
Title:

o

Date Established:
Documen t Reference: H

Distribution
' MNSF Checking
Deferred Editing

Document Total: l—nﬂﬂ
Transaction Date: |14-APR-2010 @

TA012345
T012345A
T012345B
T012345C

1st Change
2nd Change
3rd Change

Original Travel Encumbrance




8. Date Established: Allow the original
date displayed to remain.

<Next Block> to access Transaction Detail
page.

OR

9. Document Text: may be entered at
this point.
If the encumbrance change is using
restricted grant funds with a sensitive acct
code, the grant technician will require
supporting information to ensure the
encumbrance meets the requirements of
the grant. Include the following information
in document text:

1. Name of Traveler

2. Destination

3. Dates of travel

4. If an RFN is en-route, please notate
5

. How was the travel listed in the
proposal
6. Purpose of the travel (eg, name of
conference)
7. Describe reason of encumbrance
change

From the Options Menu, select Document
Text and enter pertinent information.
<Save>

The next slide will describe Text Entry.

File Edit Qptions Block Item Record Query Tools Help
BYE RAEE P% ZEE & &
&

Encumbrance Number:  [TA0L2345 [~

Encumbrance Header

Encumbrance Description: |Trave|er, S 01/25 - 02/03/10 LAX

Encumbrance Type: ® Encumbrance
Labor

Memo

vendor ID: (30022968 [*][Traveler, Susan E.

Encumbrance Change:

Title: ‘

Date Established: na-mar-z010 (& 8

Document Reference:

Distribution
' MNSF Checking
Deferred Editing

Document Total: 0.00

Transaction Date: |14-APR-2010 @




From the Options Menu, select
Document Text and enter desired
information. <Save>....

BNE RERE 59 B0E @ & OF BH < L@

ot

%4 General Text Entry FOATEXT 2.4.0.1 (PREP)

Type: EMC F Code: |[TAD12345 F Default Increment: 10

Text Print Line
|Enter information concerning the encumbrance ] 10 By designating these lines
|f|:ur documentation purposes ] zZ0 \ as 15 and 16, after
|Seperate lines of text with a period (.} [] 30 <Save> they will appear
H
. [ .
| 40 between Lines 10 and 20
|Each line will allow up to 65 characters ] 50
. O &0 . .
| It is very important that
|The Line number is unique for each line ] 70 . .
each line of text is
|and increments by 10, Lines may be inserted ] a0 ' . .
assigned a unique Line
|int|:| existing text by assiging a line number ] an
number.
|, ] [0
|L||30n next entry, these two lines will appear O @
|between 'Enter information’ & ‘for documentation’ ]
| e
[ ]

Change Type: Move 24



Key Block: These fields may not {
be updated, but display basic

File Edit Options Block [tem Record Query Tools Help

encumbrance information.

10. Sequence: The cursor
resides at Sequence 1 upon entry.
If this is the sequence to be
changed, navigate to the Amount

3 [ [t0s010  [s0126 2230

NSF Override

Amount:

BOE BEAEE 3% B@EHE 6 S K - X
i £ X
Encumbrance Number:  |TA012345 Encumbrance Title: |Test Document Total: 0.00
Status: ’FT Fiscal Year: E

Sequence: 1 1 0 Current Encumbrance Amount: 450,00

Journal Type: ‘TRUI BlTravel Encumbrance

Project: EI

Leave these fields
COAEI Index EI Fund EI orgn [E Acct EI Prog 4

field and enter the dollar amount or
navigate (arrow down) to the
correct Sequence.

11. Amount: Enter the
appropriate dollar amount for each
FOAPAL.

If moving funds to a new FOAPAL,,
<Insert Record> and enter the
accounting data. The Sequence
number will increase incrementally
with each entry.




When finished, <Next Block> to
access the Completion Block.

The Net Amount is the sum of all
amounts entered and will equal the
Document Total: in the Key Block.
When moving money from one
fund to another, the debit will equal
the credit and the net is zero.

Select Complete: or In Process:

If an incomplete encumbrance change
is determined not necessary, return to
the header page and select “Cancel
Change” from the Options menu.

File Edit Options Block Iterm Record Query Tools Help

& @ BEEE % BERH & & G 1% 1@ @19 X

HTransaction Detail FGAENCE 8.4UA (TRMNX)

Encumbrance Number:  TAD12345 Encumbrance Title: Test Document Total:
Status: F Fiscal Year: 03
Sequence: 1 Current Encumbrance Amount: 450.00

Journal Type: TROL ¥ Travel Encurnbrance

Project: A

coA - Index Fund ~ Orgn ~ Acct  ~ Prog ~ Acty 7 Locn  ~* Percent
B 103010 S0126 2130 3061GA

[CINSF Override Commit Type:  Lncommi thed Amount: 0.00

FCompletion FGAEMCE 8.4Ua (TRNX)

Complete: @ In Process: @ Net Amount: 0.00

Encumbrances left In Process are incomplete
documents.

It is important to complete all documents in a
timely manner.

Change Type: Move 26



Change #4

Liquidate Encumbrance

Return all encumbered funds to original organization budget

Go to form FGIENCD and enter the
encumbrance number to be
liquidated.

The detail for this encumbrance
shows multiple FOAPALSs as indicated
by the Sequence field and the scroll
bar at the right side of the FOAPAL
information.

Make note of the sequence, FOAPAL, ]
and the amount remaining on each
one. The total of all FOAPALSs will
equal the Balance in the Key Block.
The following slide displays each
FOAPAL and amounts encumbered.

File Edit Block Item Record Query Tools Help
=] HEBER 2% BEK & & oo | Gk | B X
o *
Encumbrance: TAD12345 [T Encumbrance Period: :I
Description: [Traveler, 5 01725 - 02/03/10 LAX status: [0 Type: [E
Date Established: [01-1aM-2010  Balance: 1,350.00 L L L
| Total encumbered amount in
AN . .
Item: EllDocurnent Accounting Distribution \ Balance equals Sum Of IndIVIduaI
Sequence: 3 Fiscal Year: llT Status: ’E Commit Ind Sequences
COA Index Fund Orgn Acct Prog Acty Locn Proj A
e [ (103010 [oo0s [z051 [e130ps [ [ [
Encumbrance: 150.00 Liquidation: | 0.00 Balance: 150.00 =)
Transaction Date Type Document Code Action Transaction Amount Remaining Balance
[26-aPR-2010 [TRo1 To12345C r \ 150,00 \ 15000 =
| | [ \ \
| | [ \ \
[ [ [ [ [

Change Type: Liquidate

27




The net of all FOAPALs is
displayed in the
Balance: 1,350.00

1. Sequence 1 has a
balance remaining of
800.00

2. Sequence 2 has a
balance remaining of
400.00

3. Sequence 3 has a
balance remaining of
150.00

Note the Document Code
displayed in #3 is
T012345C. The unique
Encumbrance Change
number to enter in
FGAENCB will be
T012345D for this
liquidation.

File Edit Options Block Iterm Record Query Tools Help

a@n

BMEBEE %9 BEHE & & F

Encumhrﬂme:

Tan1z345 [T

Encumbrance Period:

Description: \Trave\er, = 01/25 - 02/03/10 LAX Status:

E Type: |?

Date Established: ‘DI-JAN-ZDID Balance:

< 1,350.00 > Yendor:

[a0022966 [Traveler, Susan €.

Item: 0 [Dacument Accounting Distribution

Sequence: 1 Fiscal Year: |10 Status: E Commit Indicator: !U =

coa Index Fund Orgn Acct Prog Actv Locn Proj l
[ [ [101010 [anaaz [z025 [p1e6sa [ [ [
Encumbrance: 800,00 Liquidation: | 0.00 Balance: | ‘ 300,00 ! -

Transaction Date Type Document Code Action Transaction Amount Remaining Balance

)

01-1AN-2010 TROL TAD12345 r | 1,000.00 | 1,000.00 =
10-MAY-2010 TROL T0123454 r [ -200.00 [ 500,00
[ [ [ [ [ [

Description: |Trav5\er, 5 01425 - 02/03/10 LAX Status: E Type: |E—

Date Established: |01-JaN-2010 Balance: 1,350.00 Yendor: ‘30022966 ‘Travelen Susan E.

Item: 0 [Docurnent Accounting Distribution

File Edit Options Block Item R

B EEE g

Sequence: 2 Fiscal Year: |10 Status: |§ Commit Indicator: ’U— =
coa Index Fund Orgn Acct Prog Actv Locn Proj
e 300454 [t1a2s [3007 [az13In [ [ [ -
Encumbrance: 400.00 Liguidation: | 0.00 Balance: < 400.00 ’ =
Transaction Date Type Document Code Action Transaction Amount Remaining Balance

16-APR-2010 TRO1

150.00

150.00

e

—

—
—

i

—

3

10-MAY-2010 TRO1 0123454 r ‘ 200.00 ‘ 200,00 -
72 Detail Enc 2 16-APR-2010 TRO1 T012345B |— [ 200.00 [ 400,00

Encuml3nce: TAD12345 - L L
Description: |Trave\erj 5 01425 - 02/03/10 LAR Status: E Type: |E—
Date Established: [01-7an-2010  Balance: 1,350.00 vendor: (30022966 [Traveler, Susan E.
Item: 0 [Documnent Accounting Distribution
Sequence: 3 Fiscal Year: |10 Status: |€ Commit Indicator: |U =
coa Index Fund Orgn Acct Prog Actv Locn Proj

[e] [ [z03010 [7oo0s [z051 [e130P3 [ [

Encumbrance: 150.00 Liguidation: ‘ 0.00 Balance: | \ 150,00 =1
Transaction Date Type Document Code Action Transaction Amount Remaining Balance

28



File Edit Options Block Itern Record Query Tools Help
Access form =

FGAENCB =

Encumbrance Number: TAD12345F 1

1. Encumbrance Number: Encumbrance Header 3

Enter the original TA number of document || encunbrance pescription: fraveter s us/es -verusaniax 2 —
to be Changed_ Transaction Date: |

Encumbrance Type: ® Encumbrance 4
Labor

Memo

2- Encumbrance Descrlptlon vendor 1D: [s00zz966 [*][Traveler, susan E. 5 Net encumbrance
Allow defaulted description to remain Encumbrance Change: |l— change
Title: liquidate

Date Established: 01-14M-2010 [El
Document Reference:

3. Document Total: Distribution

The NET amount of this change — in this e
case $-1,350.00 (see detail at right)

4. Transaction Date:

Itis important to update this field from the An example of determining the Document Total for an
date displayed to the current date. encumbrance liquidation:
Remaining Encumbrance Balance =1,350.00
Net encumbrance change =-1,350.00
5. Vendor ID: Adjusted encumbrance balance =0
If this field was entered on the original
encumbrance, the ID may not be removed. Because the net amount of the change is -1,350.00, the
resulting encumbrance amount will be decreased to 0.00, but it
is the change not the result that will be entered in the
Document Total field.




6. Encumbrance Change:

Every change to an encumbrance requires
a unique number entered into the
Encumbrance Change: field. The
following naming convention
accommodates the unique requirement,
yet maintains a recognizable connection to
the original number.

The first Encumbrance Change number
will drop the second character in the
original encumbrance number and add an
A to the end of the change number. (ie:
TA012345 becomes T012345A). The
second Encumbrance Change will use the
next letter increment of "B" (ie:T012345B)
The third change will be T012345C....and
SO on.

7. Title:

Update this field with an explanation of the
liquidation.

8. Date Established:
Allow defaulted date to remain.

<Next Block> to access Transaction Detall
page

File Edit Qptions Block Itermn Record Query Tools Help
& HMEBER % @K & & =
]

Encumbrance Number:  [Ta012345 [+

2 3 |

Encumbrance Header

Encumbrance Description: ‘Traveler. 5 01/25 - 02/03/10 LAX

® Encumbrance
Labor

Encumbrance Type:

Memo

Yendor 1D: 30022966 E”Travaler, usan

Encumbrance Change: 0123450

Title: [liquidate

Date Established: 01-14M-2010 [El 8

Document Reference:

Distribution
v NSF Checking
Deferred Editing

Document Total: -1,350.00

Transaction Date: |16-APR-2010 @

TA012345 = Original Travel Encumbrance
TO12345A = 15t Change
T012345B = 2" Change
T012345C = 3 Change
T012345D = 4th Change




9. Sequence: The cursor resides at
Sequence 1 upon entry. If this is the
correct FOAPAL to be liquidated,
navigate to the Amount field and enter
the negative dollar amount, or <Next
Record> until the correct FOAPAL and
amount is displayed.

10. Amount: Enter the appropriate
dollar amount for this FOAPAL. The
Current Encumbrance Amount is
displayed

When finished, <Next Block> to access
the Completion Block.

The Net Amount is the sum of
amounts entered and will equal the
Document Total: in the Key Block.

Select Complete: or In Process:

If an incomplete encumbrance change
is determined not necessary, return to
the header page and select “Cancel
Change” from the Options menu.

B &
&

Encumbran

ce Number:  TADLZ345  Encul

HEER 2% BEE & & B

mbrance Title Traveler, S 01/25 - 02/03/10 LAX

Status:
Sequence :

Project:

CoAa ~

Journa | Type: TROL M

P .
3 9 Current Encu an

DDDDDDDDDDDDDDDDD

Complete: @ In Process : @

Net Amount:

For total liquidation, the Amount will be the
negative equal of the Current Encumbrance

Amount for that sequence.

The Net Amount (the sum of current FOAPAL
entries) will equal the Document Total
entered on the header page.
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