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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 
an expense

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


To record an entry in Banner to set 
aside budget dollars for planned 
expenditures.
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Travel to a conference scheduled 
for Spring 2011

Cost estimated to be $3,000
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Benefits include:  
• The encumbrance entry is 

recorded in Banner and appears 
on the monthly financial 
statements effectively reducing 
the available budget balance.
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Benefits include:  
• Planning is transparent.
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Benefits include:  
• Provides the ability to track 

multiple commitments.
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Benefits include:  
• Allows tracking of approved 

commitments prior to the time 
the invoice/travel documents are 
processed.
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Benefits include:  
• Encumbrance amounts can be 

adjusted or liquidated as needed.
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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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Step 2: Approval in Banner similar 
to a approval of a Journal 
Voucher.
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Step 3: Liquidating and maintaining 
the encumbrance is through 
the Invoice/Credit Memo 
Forms in Banner.
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Step 1
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Step 2
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Step 3
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Step 4
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Step 5
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Step 6
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Step 7
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Where do I find the list of open 
encumbrances?
• Use the encumbrance list form 

(FGIENCB)

• The current example is shown for 
training purposes only
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The following is a snapshot of the index before 
posting the manual encumbrance:

** Available balance before manual 
encumbrance posts.

**
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The following is a snapshot after posting the 
manual encumbrance:

* Note the change in the available budget balance.
** Note the new commitment exceeds the travel budget 

and will prompt additional planning and discussion.

**
*
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Where do I find more detailed instruction on 
encumbrances?  
• Banner has an on-line help center
• See Link highlighted in Red below
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Once in the Help Center - Search for 
Encumbrances
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• 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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To Begin Entering an Encumbrance use:  
FGAENCB.
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The manual encumbrance is also referred to as a 
General Encumbrance.
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Maintaining and liquidating encumbrances are 
processed using the Invoice/Credit Memo Form 
(FAAINVE).
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Encumbrances and Invoices (continued)
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Encumbrances and Additional Information 
(continued)



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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