Encumbrance Query Procedures for Banner Self-Service

Log into the Edison College Portal at my.edison.edu.
Click on the District Resources tab.
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Scoll down to the bottom left to view the Finance and Accounting Channel and then click on Encumbrance Query.
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Ensure the correct Fiscal Year and Fiscal Period are populated. 
**Note:  Fiscal Period – July = 1; August = 2, etc.
Enter 1 for Chart of Accounts.
Enter YOUR Index Code.
Click Submit Query.
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Clicking Submit Query will populate the Fund-Organization-Program.
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Click Submit Query a second time to view detail.
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A listing of all current Purchase Orders will populate.  
Click on a specific Document Code to view detail for that Purchase Order.
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This will show the total encumbered for this Purchase Order.
You can continue to drill down to a specific invoice by clicking on an “I” Document Code.
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This will show dates and vendor information.

[image: ]
















image6.png
€ Edison State College - Windows Internet Explorer =]

G5~ 'S oy con.ccphreer. s youtRoothode PP tparom=fet+hg A28 %28y edion e 2F S ZFlogF s OS2 SO 3A22os.elon e 2l A2FPROD2Fbuflapau _Encunb St bk encave [2[]

Fle Edt View Favortes Took Help

v [rPage v Tods

9 IS resources Tab X =2 ® \ - I

E-mail Calendar Groups
Personal Information Employee

MENU SITEMAP HELP

@@ select the Document Number link or the Document Code link to display the entire document.
Selected Document

Encumbrance Detail Status Report

By Document, Account Distribution

Period En

g Oct 31, 2009
As of Oct 13, 2009

Chart of Accounts 1 Edison State College Chart Commitment Type Uncommitted
Document Number ~ P0033297 Document Date  Aug 08, 2009
Transaction Description RTS Incorporated

Document Detail

Document Code Rule Class Code Original Encumbrance Encumbrance Adjustments Encumbrance Liquidations Year to Date Item Number Sequence Number Fund Organization Account Program Activity Location
P0033297 PORD 3,000.00 0.00 0.00 0.00 0 110 1143 62506 62120
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E-mail Calendar Groups

Personal Information Employee

MENU SITEMAP HELP

@@ select the Document Number link or the Document Code link to display the entire document.

Selected Document
Encumbrance Detail Status Report

By Document, Account Distribution
Period Ending Oct 31, 2009
As of Oct 13, 2009

Chart of Accounts 1 Edison State College Chart Commitment Type Uncommitted
Document Number ~ P0033351 Document Date  Aug 11, 2009
Transaction Description Federal Express

Document Detail
Document Code Rule Class Code Original Encumbrance Encumbrance Adjustments Encumbrance Liquidations Year to Date Item Number Sequence Number Fund Organization Account Program Activity Location

10130020 INED 0.00 0.00 0.00 6.70 0 110 1143 61000 62120
10130019 INED 0.00 0.00 0.00 9.63 0 110 1143 61000 62120
10130018 INED 0.00 0.00 0.00 7.73 0 110 1143 61000 62120
10130017 INED 0.00 0.00 0.00 7.73 0 110 1143 61000 62120
10129593 INED 0.00 0.00 0.00 9.63 0 110 1143 61000 62120
10128093 INED 0.00 0.00 0.00 9.02 0 110 1143 61000 62120
10130020 INED 0.00 0.00 (6.70) 0.00 0 110 1143 61000 62120
10130019 INED 0.00 0.00 (9.63) 0.00 0 110 1143 61000 62120
10130018 INED 0.00 0.00 (7.73) 0.00 0 110 1143 61000 62120
10130017 INED 0.00 0.00 (7.73) 0.00 0 110 1143 61000 62120
10129593 INED 0.00 0.00 (9.63) 0.00 0 110 1143 61000 62120
10128093 INED 0.00 0.00 (9.02) 0.00 0 110 1143 61000 62120
P0033351 PORD 500.00 0.00 0.00 0.00 0 110 1143 61000 62120

[ Budget Queries | Delete Budget Template | Encumbrance Query | Requisition | Approve Documents | View Document | Budget Transfer | Multiple Line Budget Transfer | Budget Development ]

§ iy
RELEASE: 8.1 SUNGARD HIGHER EDUCATION

[ [ @@ o -
@ SRS Player - 100,.. | Orade appication se... | 4] Orade Develper For... | £ upceT | B3 crvtaRoperts (o | 2 et end Encurbr... | ) Encumbance Query .| (@ Mirosot Paverpor.. | Q) 8D, 11:40am





image8.png
/€ Edison State College - Windows Internet Explorer

G5~ [ retpilimy odson cctfplender st ayoutRootiode PP tperom=ufutf+he7%38%2F% 2Py edsn e 252 2Foge sy 5205 6o SO S22, ek, e 226 OO 2Fblapa P _Encur,_Strt

buick enclave

Fle Edt View Favortes Took Help

lﬁgsmmsmcaueqe [ ow i com- resking ows U | |

77 EDISON WEB PORTAL

9 IS resources Tab x 2 o» \ &

E-mail Calendar Groups

Personal Informati

Employee
MENU SITEMAP HELP
View Document

Invoice Header

Invoice Sub#  Purchase Order Invoice Date Trans Date Payment Due Total
10130019 1 PO033351  Sep 28, 2009 Sep 28, 2009 Sep 28, 2009 9.63
Complete: Y Approved: Y Vendor Inv 9-307-29823
Open Paid: P Suspense: N Hold: N
Credit Memo: N Cancel Date Recurring: N
1099 Tax Id 1099 Vendor: N Income Type
Accounting:  Document Level Matching:  Not Required

Vendor: ©01000913 Federal Express
PO Box 371461
Pittsburgh, PA 15250-7461
Collects Tax:  Collects No Taxes
Discount Code: 30 Net 30 Days
Currency:

Invoice Commodities

Ttem Commodity Description
1 Shipping for the Office of Finance & Accounting
POItem U/M Tax Group  TolOverride Final Pmt Last Rcv Suspense
1 svc N
Ordered Accepted Invoiced Approved  Disc  Addl  Tax  Net
Quantity 1 1 1 1
Unit Price 500 0 963 9.63
Amount 500.00 0.00  9.63 9.63 0.00  0.00 0.009.63

Total of all Commodities 9.63

Invoice Accounting
Seq#COA FY Index Fund Orgn Acct Prog ActvLocn Proj
Bank NSFSusp NSFOvr Approved Disc Tax Addl  Net
1 110 10 1143 61000 62120
06 N N 9.63 0.000.00 0.00  9.63
Total of displayed sequences: 9.63
Related Documents
Transaction Date Document Type ~ Document Code Status Indicator
Aug 11,2009  Purchase Order  P0033351 Approved
Aug 10,2009 Requisition R0003147 Approved

Sep 30, 2009 Check Disbursement 00107193
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Q The Encumbrance Query allows you to view encumbrance information by account for specified FOAPAL parameters (Fund, Organization, Account, Program, Activity, and Location). The "Organization” and "Grant" fields are required to submit a query.
Two types of queries may be saved. A "Personal® query is retrivable only by the user who created it. A "Shared" query is retrievable by any user.

Use Save Query As to avoid overwriting an existing template.

Existing Query [None ]

Retrieve Query

Fiscal year 2010[v|  Fiscalperiod  [04]w|
Encumbrance Status | Open

Commitment Type |l B

[__Chart of Accounts ] 1 (ndex ] FINS
(Fund) (i)
[Grganization ] (ogtion)

=) [FundTvee ]
(Rccaunt) [Accountvp= ]
(Program )

Save Query as:

O Shared
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Q The Encumbrance Query allows you to view encumbrance information by account for specified FOAPAL parameters (Fund, Organization, Account, Program, Activity, and Location). The "Organization” and "Grant" fields are required to submit a query.
Two types of queries may be saved. A "Personal® query is retrivable only by the user who created it. A "Shared" query is retrievable by any user.

Use Save Query As to avoid overwriting an existing template.

Existing Query |none v

Fiscal year 2010[v|  Fiscalperiod  [04]w|
Encumbrance Status | Open

Commitment Type |l B

[__Chart of Accounts ] 1 [Gndex]

(Fund] 10 (Cactivity )
(organizaton ) 1143 (Comtion)
=) [FundTvee ]
(Rccaunt) [Accountvp= ]
(Program) 62120

Save Query as:

O Shared
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@@ select 2 Document Code link to display accounting distributions for a specific document.

Report Parameters

orgai

tion Encumbrance Status Report

Open Encumbrance Summary by Document, Account

Period En

g Oct 31, 2009
As of Oct 13, 2009

Chart of Accounts 1 Edison State College Chart  Commitment Type All

Fund Code 10 Current Funds - Unrestricted Program Code 62120 Business Office

orgn Code 1143 Financial Services Activity Code  All

Account Code Al Location Code Al

Query Results

Account Document Code Description Original Commitments Encumbrance Adjustments Encumbrance Liquidations Year to Date Current Commitments % Used Cmt Type
60501 E0001917 TRAVEL OF 10/9/09 SIGISMONDI 28.92 0.00 0.00 0.00 28.92  0.00Uncommitted
61000 P0033351 Federal Express 500.00 0.00 (50.44) 50.44 449,56 10.09 Uncommitted
62001 P0032796 Office Depot 500.00 0.00 (183.87) 183.87 316.13  36.77 Uncommitted
62504 P0032654 Automated Business Machines 1,490.00 0.00 (1,490.00)  1,490.00 0.00 100.00 Uncommitted
62506  P0033297 RTS Incorporated 3,000.00 0.00 0.00 0.00 3,000.00  0.00Uncommitted
63004 P0033314 Konica Minolta Business Solutions U 1,904.40 0.00 (317.40) 317.40 1,567.00  16.67 Uncommitted
63004 P0033315 Konica Minolta Business Solutions U 1,904.40 0.00 (317.40) 317.40 1,567.00  16.67 Uncommitted
63004 P0033584 Konica Minolta Business Solutions U 600.00 0.00 (200.00) 200.00 400.00  33.33 Uncommitted
63004 P0033744 Konica Minolta Business Solutions U 3,435.40 543.60 0.00 0.00 3,979.00  0.00Uncommitted
64508 P0032594 Shred It 1,500.00 0.00 (140.00) 140.00 1,360.00  9.33 Uncommitted
64508  P0033340 FACTS Management Inc 5,000.00 0.00 (4,904.70)  4,904.70 95.30  98.09 Uncommitted
64508  P0033742 TSA Consulting Group Inc 8,004.00 0.00 (4,002.00)  4,002.00 4,002.00  50.00 Uncommitted
65001 P0033455 Snell, Laurence I. 3,000.00 0.00 (1,363.75)  1,363.75 1,636.25  45.46 Uncommitted
65502 P0026428 Corporate Express 219.00 0.00 (194.00) 0.00 25.00  88.58 Uncommitted
65502 P0032796 Office Depot 2,500.00 0.00 (1,499.08)  1,499.08 1,000.92  59.96 Uncommitted
Screen Total 33,586.12 543.60 (14,662.64)  14,468.64 19,467.08  42.96

Running Total 33,586.12 543.60 (14,662.64)  14,468.64 19,467.08  42.96

Report Total (of all records) 41,592.95 (4,456.40) (15,246.04)  15,052.04 21,890.51  41.05

Next 15 >
Another Query.
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