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DEFINITION

Encumbrance

Accounting: contingent liability, contract,
purchases order, payroll commitment, tax
payable, or legal penalty that is chargeable to
an appropriation account. It ceases to be an
encumbrance when paid-out or when the actual
liability amount is determined and recorded as

dn expense

Read more:



http://www.businessdictionary.com/definition/encumbrance.html#ixzz130NOgLud

PURPOSE
QR

To record an entry in Banner to set
aside budget dollars for planned
expenditures.




EXAMPLE
4

Travel to a conference scheduled
for Spring 2011

Cost estimated to be $3,000




BENEFITS

Benefits include:

« The encumbrance entry is
recorded in Banner and appears
on the monthly financial
statements effectively reducing
the available budget balance.




BENEFITS

Benefits include:
« Planning is transparent.




BENEFITS _

Benefits include:
* Provides the ability to track
multiple commitments.




BENEFITS

Benefits include:

« Allows tracking of approved
commitments prior to the time
the invoice/travel documents are
processed.




BENEFITS
4

Benefits include:
e Encumbrance amounts can be
adjusted or liquidated as needed.




STEPS

What steps are used to enter and
manage an encumbrance?

Step 1: Entry in Banner is similar to
entering a Journal Voucher.
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STEPS _

Step 2: Approval in Banner similar
to a approval of a Journal
Voucher.
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STEPS

Step 3: Liquidating and maintaining
the encumbrance is through
the Invoice/Credit Memo
Forms in Banner.
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racle Developer Forms Runtime - Web
te p File Edit Options Block Item Record Query Tools Help

BB BEeEE PR BEX &

L ptember embe I
Go To... El Welcome, Linda Cannon,
) My Banner = My Links
‘ABanner
astudent [*STUDEMNT] Change Banner Password

= Financial Information System [*FIS]

[lAccounts Payable Menu [*ACCTPAY]
Z1approvals Menu [*APPROVAL] ’ Faculty and Staff Help Desk
[JBudget Menu [*BUDGET] Banner Documentation

CIFinance Data Entry Forms Menu [*FIN_DATA_ENTRY] :
LIFixed Assets Menu [*FINFXDAST] o
[J1General Ledger Menu [*GENLEDG] ' Personal Link 4
CdGrant Menu [*GRANTS]

(Jpurchasing Menu [**PURCH]

Check Banner Messages

SIS Training Class Schedule

Personal Link &

FIS User Manual
DQuerV on Index Codes, FOAPAL Elements and Yendors [*QUERY_FORMS]

B General User Preferences Maintenance [GUAUPRF]
B oracle Password Change [GUAPSWD]

B Report and Job Status Query [GWIJOBR]

B Report and Job Submission Entry [GIAPCTL]

My Institution

IHuman Resources Information System [¥HRIS]
1General [*GENERAL]

Banner Broadcast Messages

Fress ENTER to start selection or expandicollapse menu.
Record: 11

=05C=
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File Edit Options Block Item Record Query Tools Help
F AEEE 5% BB6 &

neral Menu G

Go To... El Welcome, Linda Cannon,

Step 2

Products: B Menu | Site Map | Help Center

[:IMV Banner
‘ABanner
[ student [*STUDENT]
‘AFinancial Information System [*FIS]
1 Accounts Payable Menu [**ACCTPAY]
[ Approvals Menu [*APPROVAL]
[(Jpudget Menu [*BUDGET]
[®8]Finance Data Entry Forms Menu [**FIN_DATA_ENTRY]

CIFixed Assets Menu [*FINFXDAST]

I general Ledger Menu [*GENLEDG]

[JGrant Menu [*GRANTS]

[JPurchasing Menu [*PURGH]

[:IQuerv on Index Codes, FOAPAL Elements and ¥Yendors [*QUERY_FORMS]

Bl General User Preferences Maintenance [GUAUPRF]

B oracle password Change [GUAPSWD]

B Report and Job Status Query [GWIJOBR]

B Report and Job Submission Entry [GJAPCTL]
JHuman Resources Information System [*HRIS]
[JGeneral [*GENERAL]

My Links

Change Banner Password

Check Banner Messages

Faculty and Staff Help Desk

Banner Documentation

SIS Training Class Schedule

Personal Link 4

Personal Link §

FIS User Manual

My Institution

Banner Broadcast Messages

FPress ENTER to start selection or expandfcollapse menu.

Record: 11 =05C=
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Step 3

racle Developer Forms Runtime - Web

File Edit Options Block Item Record Query Tools Help
BB I BEAEE 2T BEXIGIE <k

1¥] |

Go To... E Welcome, Linda Cannon,

Products: B Menu | Site Map | Help Center

[:IMV Banner
‘ABanner
[ student [*STUDENT]
‘ZFinancial Information System [*FIS]
1 Accounts Payable Menu [*ACCTPAY]
[:I.Appruvals Menu [*APPROYAL]
[JBudget Menu [*BUDGET]
‘ZAFinance Data Entry Forms Menu [*FIN_DATA_ENTRY]
Blcncumbronce Entry [FGAENCE]
Bl Invoice /Credit Memo Entry [FAAINVE]
B Journal Youcher Entry [FGAIYCD]
B Purchase Order Entry [FPAPURR]
CIFixed Assets Menu [*FINFXDAST]
C1General Ledger Menu [*GENLEDG]
[Jgrant Menu [*GRANTS]
[:IPurchasing Menu [*PURCH]
[:IQuerv on Index Codes, FOAPAL Elements and ¥Yendors [*QUERY_FORMS]
Bl General User Preferences Maintenance [GUAUPRF]
Bl oracle password Change [GUAPSWD]

My Links

Change Banner Password

Check Banner Messages

Faculty and Staff Help Desk

Banner Documentation

SIS Training Class Schedule

Personal Link 4

Personal Link &

FIS User Manual

My Institution

Banner Broadcast Messages

FPress ENTER to start selection or expandfcollapse menu.

Record: 11 =05C=




ENCUMBRAN

Step 4

Encumbrance Mumber:  |MEXT B

Encumbrance Header

Encumbrance Description: | Document Total: |

Transaction Date: @

Encumbrance Type: Z Encumbrance
T Labor
T Memo
Vendor ID: | [7|
Encumbrance Change: l—
Title: |

Date Established: @
Document Reference:

[ Distribution ¥ Open Status
[TTNSF Checking [ Document Text Exists
"' Deferred Editing

4 »
Enter the Document Mumber; use ™WEXT ar leave field hlank to generate number.
Record: 111 =05C=
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ENCUMBRAN

racle Developer Forms Runtime - Web: Open > FGAENCB
Ste p 5 File Edit Options Block [tem Record Query Tools Help

B E ACAEE 9 BEE & & RH <« & £ @ . X

nbra FG

Encumbrance Number:  [NEXT i

Encumbrance Header

Encumbrance Description: |TraveI-Conference May 2011 Document Total: | 3,000.00

Transaction Date: |06-SEP-2010 @

Encumbrance Type: ® Encumbrance
' Labor
' Memo
Vendor ID: | EH
Encumbrance Change: l—
Title: |

Date Established: 01-sEP-2010 (]

Document Reference: EST

[ Distribution ¥ Open Status
['WSF Checking [ Document Text Exists
[ Deferred Editing

4 »
Check to distribute document total.
Record: 11

=05C=
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ENCUMBRANC

B Oracle Developer Forms Runtime - Web: Open > FGAENCB
te p File Edit Options Block Item Record Query Tools Help
BOE  BAEBE %% BEKE & & %[+ & @ 1 X
Encumbrance Number: E0000037  Encumbrance Title: |TraveI-Conference May 2011 Document Total: 3,000.00
Status: |— Fiscal Year:
Sequence: 1 Current Encumbrance Amount: |
Journal Type: |2ENC E|Origina| Encumbrance
Project: B
coa(~| Index [¥] Fund [*] Orgn [¥] Acct [*| Prog [*| Acty [*] Locn [¥] Percent
[F [psopcs [po1000 l4s2100 39518 [s1030 | | |
[ NSF Override Commit Type: Amount: | 3,000.00
4 >
Checkto override Available Balance editing or Uncheck to do editing.
Record: 111 =05C=
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ENCUMBRANC

Ste File Edit Options Block Item Record Query Tools Help
p ; BHYE BEAEER 9% &

Encumbrance Number: E0000037  Encumbrance Title: Travel-Conference May 2011 Document Total: 3,000.00
Status: P Fiscal Year: 11
Sequence: 1

Current Encumbrance Amount:
Journal Type: Z2ENC ¥ Original Encumbrance

Project: v

COA ~ Index ~ Fund ~ Orgn  ~ Acct  ~ Prog ~ Acty ~ Locn ¥ Percent
F BSDPCS 001000 452100 39516 61030

CONSF Override Commit Type:  Uncornmitted = Amount: 3,000.00

Complete: @ In Process: @ Met Amount: 3,000.00

-
A

Select to leave document "In Process"
Record: 1/1 =05C=

start /= 3 Internet E
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ENCUMBRANCE ENTRY .

Where do | find the list of open
encumbrances?

« Use the encumbrance list form
(FGIENCB)

'mEncumbrance List FGIENCE 8.0.0.1 (SOUPRDY
Encumbrance Establish Last
Number Type Description Current Balance FY *  Status Date Activity Date
EDDODO3T |E_ |Trﬂvﬂ|-Can EEEEEE May 2011 | 3,000.00 IE |_ |E ‘Dl-OCT-ZDlD 23-0CT-2010

« The current example is shown for
training purposes only
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ENCUMBRANCE ENTRY

The following is a snapshot of the index before
posting the manual encumbrance:

tus Farm FWIBDST £

Chart: |F— [~ Organization: [452100  [*  Departmental Services Operations
Fiscal Year: ,TF Fund: WF General Fund Operations

Fiscal Period: [— Program: 61030 F General Insbtution Management
Index: BsoPos |7 Account: (=

[ Query Specific Account llr.col.lntTvpe:—F

M Include Revenue Accounts Activity: [ [_

-
Commit Type: Location: |

Account Type Title Adjusted Budget YTD Activity Commitments Awailable Balance
|23513 [ [sofware Maintenance Cant | 0,00 | 24,00 | 0.00 | 24,00
|z3599 € | [Miscellaneous Maintenanee | 0.00 [ 55.15 [ 0,00 | -55.15
[ea151  [e | [Building Rentals [ 0.00 [ 415.36 [ 0,00 [ 45,36
[24z01 [ [Equipment Leases [ 0.00 [ 140,00 [ 0.00 [ +140,00
|24520 [€ |[sesurity Sorvics | 520,00 [ 130,35 [ 0,00 | 389,65
|22999 € | [Miscelloncous Fees & Servic| 0.00 [ 461.00 [ 0.00 | -461.00
[z8611  [E | [Refreshments & Faod - Den | 0.00 [ 415.36. [ oo | 41536
[28001 e [owes & Memberships -Progi| 0.00 [ 100,00 [ 0.00 [ -100,00
|28995 [ | [Procurement Card Purchas: | 0.00 [ 0.00 [ 0,00 | 0,00
[z8989  [e | [miscellancous Services & 51| 0.00 [ 919 [ 0.00 [ 9.9
[33000 € |[rravel | 1,500.00 [ 0.00 [ 0.00 [ 1,500,00
|39415 € |[In-5t Emal Program Travel | 0.00 [ 189.17 [ 0,00 | -189.17

Net Total: | -424,923.00 [ -38,456.18 [ 311,281,535 [ -15,185.29 ek

** Available balance before manual
encumbrance posts.
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ENCUMBRANCE ENTRY

The following is a snapshot after posting the
manual encumbrance:

55 Organization Budaet Status Formn PWIBDST 200,158 (SOUPRD)

Chart: |F— [+] Organization: [WIT Departmental Services Operations
Fiscal Year: ’F 4 Fund: W[T General Fund Operations

Fiscal Period: l_ Prograrm: W[ *  General Institution Management
Index: IM_T Account: [—IT

O Query Specific Account Account Type: IT

[# Include Revenue Accounts Activity: ['-
Commit Type: |coth v Location: IT

Account Type Title Adjusted Budget YTD Activity Commitments Available Balance
23598 [ [Misezliansaus Maintenance | 0.00 55.15 0.00 I 55,15
24151 [e| [puitding Rentals 0.00 415.36 0.00 415,36
24201 |E_ Equipment Leases 0.00 140,00 0.00 -140,00
24520 [ [security servies 520.00 130.35 0.00 589,65
24999 |E_ Miscellaneous Fees & Servic 0.00 461,00 0.00 -d461.00
28611 [e | [Refreshmants & Food - Dep 0.00 415.36 0.00 -415.36
|z8501 |E— |oues & Memberships -Progi | 0.00 [ 100.00 [ 0,00 [ -100.00
|23995 |E— |Prncu remant Card Purchas: | 0.00 | 0.00 | 0.00 | 0.00
|25999 |E— |Nisnellansous Services & Sl| 0.00 | 9.19 | 0.00 | -9.19
|z9000 [E [rraver [ 1,500.00 [ 0.00 [ .00 [ 1,500,00
[39a15 [e | [tn-5t empl Program Travel | 0.00 [ 189.17 [ 0.00 [ -139.17
[s9s:6 [e | [out-st Empl Training Trave | 0.00 [ 0.00 [ 3,000.00 [ -300000 KK

Net Total: | -424,923.00 [ -96,456.18 [ 314,261.53 [ -12,185.29 %

*  Note the change in the available budget balance.
Note the new commitment exceeds the travel budget
and will prompt additional planning and discussion.

22



MORE INSTRUCTIO

Where do | find more detailed instruction on
encumbrances?

« Banner has an on-line help center

« See Link highlighted in Red below

= General Menu GUAGMKNL 2.2 {SOUPRD] - Saturday October 23, 2010 - Last login Friday October 22, 2010 05:02 PM

GoTo... E Welcome, Linda Cannaon, Products: EI Wenu | Site Map _

| My Banner
‘Banner
[Jstudent [*STUDENT] Change Banner Password
[IFinancial Information System [*FI8]

[IHuman Resources Information System [*HRIS]
[ General [*GENERAL]

My Links

Check Banner Messages

Faculty and 5taff Help Desk

[1southern Oregon University [*SoU] Banner Documentation
[Ireports [*SOU_REPORTS]
[IBanner Security [*SECURITY)

515 Training Class Schedule

Personal Link 4

Personal Link &

FIS User Manual
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MORE INSTRUC

Once in the Help Center - Search for
Encumbrances

B »B

Send us vour documentation comments
Release 8.3

e-Procurement
FPAEPRC E-Procurement Interface Preferences Finance Forms © General Encumbrance Maintenance Form (FGAENCB)

Employees
classification codes
establishing classes
wages

Encumbrances
and inveices
and purchase orders
approving documents
list

General

Form (i )
Use the Encumbrance/Reservations Maintenance Form to encumber or reserve funds for future commitments. Use the Detail Encumbrance Activity Form (FGIENCD) ta query existing encumbrances,
Access the General Encumbrance Maintenance Form (FGAENCE) from the General Acceunting Transactions Menu (*FINGENLA).

Encumbrances and Purchase Orders

overrides
querying archived transactions
querying transactions The systs g the nd dule. However, you may create an encumbrance that is unrelated to = purchase order. For example. = consulting contract may exist as opposed to = purchase order for services.
querying e D e e o eneimabar the s s ha conbace s e ImBortant 12 remambar that 1 yau 1+sue 5 burthase srder aftar the ameumbrance Szt 1t 15 necessary 1o liquidats the awsting ancumbrance & avaid svarstating resarved funds.
EM:;Z:‘[””Q funds Note: General encumbrances created through FGAENCE place a time stamp on the established date.

maintenance codes
monitaring usage
External entity codes
External rate codes
External report codes
creating
querying
External report translation codes

Encumbrances and Invoices

Use the Invoice/Credit Memo Farm (FAAINVE) to liquidate =n existing encumbrance. Unlike purchase orders, you create these inveice encumbrances vithout commodity items. When you enter encumbrances inta FAAINVE, the system automatically creates an item vhen
you navigate to any cther vindow in the form.

For this reason, an invoice that is liquidating an encumbrance created in FGAENCE must be a commodity level accounting document. An encumbrance created in FGAENCE is referred to as a General Accounting Encumbrance.
Complete all necessary infarmation for the encumbrance. Select Document Indicators from the Options menu to open the Document Indicators vindovi Select Documnent Text from the Options menu ta open the General Text Entry Farm (FOATEXT).

Note: vou can cancal a General Ledger change that has been initisted, but vill not be complated. If you selact Cancel Change from the Options menu, new sequences naver postad are delsted, posted records vith 3 new pending amount are set back to
null, and the available balance reservations are reversed. Header status and approval indicators are then reset to € and ¥.

Document Indicators Window

Select the Distribution box to have the system use no reservations. NSF Checking appears selected if you are using the Non-Sufficient Funds flagging festure. Select the Deferred Editing box to postpone verification until sfter posting.

Transaction Detail Window

Enter the accounting infarmation for the encumbrance. Enter the rule dass in the Journal Type field associsted vith the type of Enter the accounting in the fields. When you save the accounting record, the system updates
the Status indicator.

Completion Window
To send this encumbrance document to the posting or approvals process, select Complete. To save data vithout sending it to the posting or approvals process, select In Process. The Complete =nd In Frocess buttons are navigable.

Aftar you complate this form, it becomnes query-only, and you may not make any changes.

24




MORE INSTRUCTION

« Use the following pages from the
on-line help center for reference
- Additional Training Sessions for
manual encumbrances are being
planned.

« Please notify Business Services if
you are interested in the

additional training.
Linda Cannon 541-552-6065
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ON-LINE HELP PAGES

To Begin Entering an Encumbrance use:
FGAENCB.

Finance Forms - General Encumbrance Maintenance Form (FGAENCB)

General Encumbrance Maintenance Form (FGAENCB)

Use the Encumbrance/Reservations Maintenance Form to encumber or reserve funds for future commitments,
Use the Detail Encumbrance Activity Form (FGIENCD) to query existing encumbrances,

Aeeass the General Encumbrance Maintenance Form (FGAENCE) from the General Accounting Transactions Menu
(*FINGENLA).
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ON-LINE HELP PAGES

The manual encumbrance is also referred to as a
General Encumbrance.

Encumbrances and Purchase Orders

The system automatically generates encumbrances within the Purchasing and Procurement maodule. However,
you may create an encumbrance that is unrelated to a purchase order. For example, a consulting contract may
exist as opposed to a purchase order for services. Use FGAEMNCE to reserve or encumber the funds for the
contract. It is important to remember that if you Issue a purchase order after the encumbrance exists, It is
necessary to liguidate the existing encumbrance to avoid overstating reserved funds.

Mote: General encumbrances created through FGAEMCE place a time stamp on the
established date.
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ON-LINE HELP PAGES

Maintaining and liquidating encumbrances are
processed using the Invoice/Credit Memo Form

(FAAINVE).

Encumbrances and Invoices

Use the Invoice/Credit Mema Form (FAAINVE) to liquidate an existing encumbrance. Unlike pu_rcha.se orders, you
create these Invoice encumbrances without commadity items. When you enter encumbrances into FAAINVE, the
system automatically creates an item when you navigate to any other window in the form.

For this reascn, an involce that is liguidating an encumbrance created in FGAENCE must bea ca_rnmn»dlty level
accounting document. An encumbrance created in FGAENCE is referred to as a General Accounting

Encumbrance.
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ON-LINE HELP PAG

Encumbrances and Invoices (continued)

For this reason, an invelce that is liquidating an encumbrance created in FGAENCB must be a commaodity level
accounting document. An encumbrance created in FGAENCE is referred to as a General Accounting

Encumbrance,

Complete all necessary information for the encumbrance. Select Document Indicators from the Options menu to
open the Document Indicators window. Select Document Text from the Options menu to open the General Text

Entry Form (FOATEXT).

Note: You can cancel a General Ledger change that has been initiated, but will not be
completed. If you select Cancel Change from the Options menu, new sequences never posted
are deleted, posted records with a new pending amount are set back to null, and the available
balance reservations are reversed. Header status and approval indicators are then reset to C
and Y.
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ON-LINE HELP PAGES

Encumbrances and Additional Information
(continued)

Document Indicators Window

Select the Distribution box to have the system use no reservations. NSF Checking appears selected if you are
using the Mon-Sufficient Funds flagging feature. Select the Deferred Editing box to postpone verification until

after posting.

Transaction Detail Window

Enter the accounting information for the encumbrance. Enter the rule class in the Journal Type field associated
with the type of encumbrance. Enter the transaction accounting Information in the appropriate fields. When you
save the accounting record, the system updates the Status indicator.

Completion Window

To send this encumbrance document to the posting or approvals process, select Complete, To save data without
sending It to the posting or approvals process, select In Process, The Complete and In Process buttons are
_navigable.

After you complete this form, it becomes guery-only, and you may not make any changes.
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Contacts

For additional Information contact:

» Accounting Manager, Business Services
https://inside.sou.edu/bus-serv/staff.html

552-6065
or

» Director of Business Services
https://inside.sou.edu/bus-serv/staff.html

552-6594

.
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