HOW TO RUN AN ENCUMBRANCE REPORT

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

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

On FAR_PURCHASE_PO_REMAINING_BAL, click on
HTML.
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FAR PURCHASE PO REMAINING BAL - PO amount, payments & balance

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.

istrict %: 0310
Fund %: %
Resource From: 0000000
Resource To: 4959998
Accounting Period From:
Accounting Period To:

PO o, %: %

Site %: Gl
Supplier %: %

PO Date From: 1000172015

{ Date To: IAE
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District Year PODate POMNo. POLine# Vendor!D VendorName Fund Resource ProjYear Goal Function Object Site OperUnit Freight SalesTax UseTax PO Amount  Voucher AmountPaid — Remaining Balance

POEncumBal PO Status ReqlD



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. Clickon # . The excel file you created will show up. Click on excel file.
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FAR_PURCHASE_PO_REMAINING_BAL - PO amount, payments & balance

District %:

Fund %:

Resource From:
Resource To:
Accounting Period From:
Accounting Period To:
PO No. %:

Site %:

Supplier %:

PO Date From:

PO Date To:

| View Reszults ‘
Download results in :
View All

District Year
05100
05100
05100
05100
05100
05100
05100
05100
§ 05100
10 05100
105100
1205100
13 05100
1405100
15 05100
16 05100
1705100
18 05100
19 05100
20 05100
21 05100
22 05100
23 05100
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PO Date
10/01/2015 0000000007 1
2018 10/01/2015 0000000011 1
2016 10/01/2015 0000000013 1

10/01/2015 0000000037 1
2016 10/01/2015 0000000045 1
2016 10/01/2015 0000000050 1

10/01/2015 0000000112 1

10/01/2015 0000000126 1

10/01/2015 0000000135 1
2016 10/01/2015 0000000138 1

10/01/2015 0000000140 1

10/01/2015 0000000142 1110618

10/01/2015 0000000143 1
2016 10/01/2015 0000000145 1

10/01/2015 0000000146 1

10/01/2015 0000000147 1

10/01/2015 0000000153 1

10/01/2015 0000000159 1

10/01/2015 0000000181 1

10/01/2015 0000000185 1

10/01/2015 0000000167 1

10/01/2015 0000000172 1
2016 10/01/2015 0000000173 1
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9995999
4
4
%
640
%
1000172015 |3

MI062015 |3 8

cel SpreadSheed CSV TextFile XMLFie (154 kb)

PO No. PO Line # Vendor ID
13127
130547
943347
15295
520494
111445
954091
851710
954439
554091
530183

Vendor Name: Fund
CLARK SECU-001 0100
SALIZCO IN-001 0100
MWI PLUMBE-001 0100
WMASTER-HAL-001 0100
NAPA AUTO -001 0100
RANDRCO-001 0100
TIME & ALA-001 0100
DESOTO SAL-001 0100
PRO SPECTR-001 0100
TIME & ALA-001 0100
ROUSE SIGN-001 0100
SIMPLEX GR-001 0100
SANDEGO-019 0100
DUNN EDWAR-001 0100
PACIFIC DR-001 0100
ROUSE SIGN-001 0100
SAN MARCOS-005 0100
SIMPLEX GR-001 0100
TIME & ALA-001 0100
WALTERS WH-001 0100
WESTAR GA-001 0100
WHITE CAP-001 0100
SALIZCO IN-001 0100

550009
950545
610022
630183
515350
110618
954001
W13148
710881
953578
130547

Resource Proj Year Goal

8150000
8150000
8150000
6150000
8150000
6150000
8150000
6150000
8150000
6150000
8150030
6150000
8150000
6150000
8150000
8150000
8150000
8150000
8150000
8150000
8150000
8150000
8150000

oooo
oooo
nooo
oooo
nooo
oooo
nooo
oooo
nooo
oooo
nooo
oooo
oooo
oooo
0000
0ooo
0000
0ooo
0000
0ooo
0000
0ooo
0000

Function
8110
8110
8110
8110
8110
8110
8110
8110
8110
8110
8110
8110
8110
8110
8110
8110
8110
8110
8110
8110
8110
8110
8110

Object
4300101
4300101
4300000
4300101
4300101
5600009
5300011
4300101
5600009
5600009
4300101
5600009
5600009
4300101
5600009
4300101
4300101
4300101
4300101
4300101
4300101
4300101
5500004

Site Oper Unit Freight Sales Tax Use Tax PO Amount Voucher Amount Paid Remaining Balance PO Encum Bal PO Status

0.000
0.000

0.000
0.000

0.000

0.000

0.000

0.000
0.000

0.000
0.000

0.000

0.000

0.000

0.000
0.000

0.000
0.000

0.000

0.000

0.000

500.000
1859.500
3267140

545.280

240120

500.000

41432 600

844.950

1736.000
10000.000

500.000
1000.000

750.000

831.130
1200.000

500.000
2500.000
1000.000
1500.000

652.350
1218.650

500.000
1000.000

150.820
1454520

23570
130.000

617.500

136.070

274.000

500.00
1508.68
181262

945.26

21855

370.00

41432 80

844.95
1736.00
9382.50

500.00
1000.00

750.00

795.06
1200.00

500.00
2500.00
1000.00
1500.00

652.35
121885

500.00

726.00
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First 4, 1-100 0f 199, Last

Req ID
500.000 Dispatched
1508.680 Dispatched
1812.620 Dispatched
945.280 Dispatched
216.550 Dispatched
370.000 Dispatched
41432 800 Dispatched
844.950 Dispatched
1736.000 Dispatched
9382.500 Dispatched
500.000 Dispatched
1000.000 Dispatched
750.000 Dispatched
7595.060 Dispatched
1200.000 Dispatched
500.000 Dispatched
2500.000 Dispatched
1000.000 Dispatched
1500.000 Dispatched
652.350 Dispatched
1216.650 Dispatched
500.000 Dispatched
726.000 Dispatched



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.

Home Insert Page Layout Formulas Data Review View Acrobat
H -
o Protected View  This file originated from an Internet location and might be unsafe. Click for more details. Enable Editing 1 1 x
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1 PO amount, payments & balance 19
2 District Y PO Date PO PO Line # Vendor ID Vendor Name Fund Resource Proj Year Goal Function Object Site Oper Unit Freight Sales Tax Use Tax PO Amount Voucher Amount Pait
3 05100 0 10/1/2015 0000000007 1130127 CLARK SECU-001 0100 8150000 0000 8110 4300101 640 0.000 0.000 0.000 500.000 0.0
4 05100 2016 10/1/2015 0000000011 1130547 SALIZCO IN-D01 0100 8150000 0000 8110 4300101 640 0.000 0.000 0.000 1659.500 150.8;
5 05100 2016 10/1/2015 0000000013 1943347 MWl PLUMBE-001 0100 8150000 0000 8110 4300000 640 0.000 0.000 0.000 3267.140 1454 5:
6 05100 0 10/1/2015 0000000037 1 M15295 MASTER-HAL-001 0100 8150000 0000 8110 4300101 640 0.000 0.000 0.000 945 280 0.0(
7 05100 2016 10/1/2015 0000000045 1 520494 NAPA AUTO -001 0100 8150000 0000 8110 4300101 640 0.000 0.000 0.000 240120 2351
8 05100 2016 10/1/2015 0000000050 1111445 RAND RCO-001 0100 8150000 0000 8110 5600009 640 0.000 0.000 0.000 500.000 130.0(
9 05100 0 10/1/2015 0000000112 1 954091 TIME & ALA-001 0100 8150000 0000 8110 5800011 640 0.000 0.000 0.000 41432600 0.0(
10 05100 0 10/1/2015 0000000126 1951710 DESQTO SAL-001 0100 8150000 0000 8110 4300101 640 0.000 0.000 0.000 844 950 0.0(
11 05100 0 10/1/2015 0000000135 1 954489 PRO SPECTR-001 0100 8150000 0000 8110 5600009 640 0.000 0.000 0.000 1736.000 0.0(
12 05100 2016 1071/2015 0000000138 1 954091 TIME & ALA-001 0100 8150000 0000 8110 5600009 640 0.000 0.000 0.000  10000.000 617.5(
13 05100 0 10/1/2015 0000000140 1630183 ROUSE SIGN-001 0100 8150030 0000 8110 4300101 640 0.000 0.000 0.000 500.000 0.0(
14 05100 0 10/1/2015 0000000142 11106718 SIMPLEX GR-001 0100 8150000 0000 8110 5600009 640 0.000 0.000 0.000 1000.000 0.0(
15 05100 0 10/1/2015 0000000143 1 950009 SAN DIEGO-019 0100 8150000 0000 8110 5600009 640 0.000 0.000 0.000 750.000 0.0(
16 05100 2016 1071/2015 0000000145 1 950545 DUNN EDWAR-001 0100 8150000 0000 8110 4300101 640 0.000 0.000 0.000 931.130 136.07
17 05100 0 10/1/2015 0000000146 1610022 PACIFIC DR-001 0100 8150000 0000 8110 5600009 640 0.000 0.000 0.000 1200.000 0.0(
18 05100 0 10/1/2015 0000000147 1630183 ROUSE SIGN-001 0100 8150000 0000 8110 4300101 640 0.000 0.000 0.000 500.000 0.0(
19 08100 0 10/1/2015 0000000153 1516350 SAN MARCOS-006 0100 8150000 0000 8110 4300101 640 0.000 0.000 0.000 25600.000 0.0(
20 05100 0 10/1/2015 0000000159 11106718 SIMPLEX GR-001 0100 8150000 0000 8110 4300101 640 0.000 0.000 0.000 1000.000 0.0(
21 06100 0 10/1/2015 0000000161 1 954091 TIME & ALA-001 0100 8150000 0000 8110 4300101 640 0.000 0.000 0.000 1500.000 0.0(
22 06100 0 10/1/2015 0000000165 1W13148  WALTERS WH-001 0100 8150000 0000 8110 4300101 640 0.000 0.000 0.000 662.350 0.0(
23 06100 0 10/1/2015 0000000167 1 7108¢ WESTAIR GA00T 0100 8150000 0000 8110 4300101 640 0.000 0.000 0.000 1216.660 0.0(
24 05100 0 10/1/2015 0000000172 1 953578 WHITE CAP-001 0100 8150000 0000 8110 4300101 640 0.000 0.000 0.000 500.000 0.0(
25 05100 2016 10/1/2015 0000000173 1130547 SALIZCO IN-001 0100 8150000 0000 8110 5600004 640 0.000 0.000 0.000 1000.000 274.00
26
27
28
29
30
31
32
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