
HOW TO RUN AN ENCUMBRANCE REPORT 
 
 

1. Navigate:  Main Menu > Reporting Tools> 
Query > Query Viewer 

2. When screen comes up, click on Add to 
Favorites. Click OK. 

3. On Query Name, type FAR_PURCHASE and click 
Search.  Search Results will show in the bottom. 

4. On FAR_PURCHASE_PO_REMAINING_BAL, click on 
HTML.  
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5.   Put parameters.  Do not leave any field blank.  Put in values or type % (wild card). 
       a.  District is a 5-digit code 
       b.  Resource is a 7-digit code. 
       c.   Accounting period:  July =1, Aug =2…… 
       d.   Put your site number.  
       e.   You may use calendar to choose PO date from and to. 
6.   Click on View Results. 
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7.   Results show below the parameters.  Please note number of line items.  Click on           to navigate through the 
pages. 
8.   You may download to Excel where you can sort and/or filter your list.  Click on Excel SpreadSheet.  
9.   Click on         .  The excel file you created will show up. Click on excel file. 
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10.   The file shows PO Date, PO No., Vendor, ChartString, PO Amount, Voucher Amount Paid and Remaining Balance.   
11.   Click on Enable Editing – to edit, sort and filter your file.   When done, you may save and/or print your file. 
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