Using IRA Financial Reports to verify Purchasing encumbrance balances and detail



To get your running balance of open encumbrances, run GL Budget vs Actual for the current Fiscal Year
and Fiscal Period. Add Chart String filters as desired.

You will see a grand total Encumbrance amount, which includes both PO and Labor encumbrances:

Institutional Reporting and Analysis (IRA)
GL Budget vs Actual
This report is 8 summary view of budgst, actu,

&l and encumbrance amounts., Amounts are year-to-date through the fiscal period selected.

Report ID: GLZ00 v2.0.0

Filter Selection
Fiscal Year Fiscal Period Entity Org Funding Activity Subactivity
[202]=] [11mavi=] | [] lzs8-Procurems [] | (] | = [-] [se]
Clear
Report

\E) IMPORTANT:
For rezultz zetz greater than 4000 rows, trying to view\"All Pagez” of the Report or all rows of the Downloadable Table in the browser may rezult in unacceptable rezponse times.
Using the "Downlead Data” option te Excel will vield morg immediate resuliz.

Rows Returned = 278

Group E,yIUFEI j"

Report Information ;I

This Report contains budget, actual and encumbrance totals

Grand Total

Budget Balance
Org Budget Actuals Encumbrance Available
558-Procurement Sves 69 452.71

Grand Total 69,452.71




To find out what makes up the running balance, run GL Transactions by Date Range. Use Effective
Date between 7/1/07 and the last day of the same month used in the GL Budget vs Actual report
(in this example, 11-MAY, 5/31/12). Use the same chart string filters. Put a filter on JE Transaction
Type to return “Encumbrance” transactions only. NOTE: If you are analyzing encumbrances
through today, use GL Transactions with NO YEAR OR PERIOD filter. It will be faster than GL
Transactions by Date Range.

You will see the same grand total as in GL Budget to Actual:

Institutional Reporting and Analysis (IRA)
GL Transactions by Date Range

This report contains transactional leve! detsil for a specified effective date range.

Report ID: GLO10b w2.3.0

Filter Selection
Effective Date Posted Date
Between iCF'CW-ZGCT B ang 135'31'2512 = Betwesnl = an:ll =
Entity Org Funding Activity Subactivity Hatclass JE Source
JE Transaction Type
Fnc | Go
Clear
Report
\ir) IMPORTANT:
For results sets greater than 4000 rows, tryink to view “All Pages” of the Report or all rows of the Downleadable Table in the browser may result in unacceptable rezponze times.
Using the "Download Data™ option to Excel will Xield more immediate resulis.

Rows Returned = 6024

Group Eh,rlol'g ‘I
Selecta \.l’iewl Report Information vI

Thiz report lizt GL tranzactional level detail.

Report Output:
- A Report
- A Downloadable Table
- A Pivot Table
Grand Total

Encumb
Org Budget Amount  Actual Amount Amount

558-Procurement Svcs 0.00 0.00 69 45271

Grand Total 0.00 0.00 69,452,711




Click Download -> Download Data to download the detail behind the balance.

[’i IMPORTANT:
‘1) For rezsults etz greater than 4000 rows, trying to view "All Pages" of the Report or all rows of the Downloadable Table in the browser may result in unacceptable rezponze times.

Using the "Download Data” option to Excel will yvield more immediate results.
Rows Returned = 6024

Group By | Org ]‘T‘

Select a View F'.f_:|:||:|rt Infermation ;i
Thiz report list GL transactional level detail.

Report Output:
- A Report
- & Downloadable Table
- A Pivot Table
Grand Total
Davwenlosd to Excel
S Al : B":"'"hl Divwrlosd to P irt
Gig A ovenilosdd to Poswet poi
553-Procurement Sves 0.00 0.00 £9,452.71 Doa e o E o D0
D] T 1 Dovwenload Data
Grand Total 0.00 0.00 69,452.71
. . Devvenlosd Wieb Page (MHTRML)

Wodify - Refresh - Print —Enwnluad




Open the file

File Download

Do you want to open or save thiz file?
P j Mame: GL_Transactions_Combined, csy
i Type: Microsoft Excel Comma Separated Yalues File

From: ira.dartrmouth, edu

| Cancel I

Open Save

3

YWhile files from the Intermet can be useful, zome files can potentially
harm pour computer. If you do not tragt the zource. do not open or
zave thiz file. What's the rizk?

-

And you will have raw data making up the encumbrance balances:

A B c B E F G H | J K L M M 0 B g
1 |Entity Org Funding  Activity  Subactivity Matclass Effective D Posted Da Budget An Actual Am Encumb A Encumb T JE Source Reference Reference Reference Refer
2 | 20-College 558-Procu 365000-Su 346251-Pr 0000-Defal 7511-SUPI 3/31/2011 3/16/2011 0 0 115.3 Obligation PurchasintPO 560583 1253613 109
3 20-College 558-Procw 368000-Su 346251-Pr 0000-Defar 7511-SUPI 3/31/2011 3/16/2011 0 0 4.32 Commitme PurchasingREQ 537421 1160710 28
4 |20-College 558-Procu 368000-5u 346251-Prn 0000-Defal 7511-SUPI 3/31/2011 3/16/2011 0 0 -4 32 Commitme PurchasingREQ 537421 1160710 23
5 20-College 555-Procuw 365000-Su 346251-Pn 0000-Defal 75 11-SUPI 3/31/2011 3/16/2011 0 0 -115.8 Commitme PurchasingREQ 536662 1160707 28
6 |20-College 558-Procui 368000-Su 346251-Pri 0000-Defal 7511-SUPI 3/31/2011 3/16/2011 0 0 115.8 Commitme Purchasing REQ 536662 1160707 23
T |20-College 558-Procui 368000-Su 346251-Pr 0000-Defal 7511-SUPI 3/31/2011  3/9/2011 0 0 -5.65 Obligation Payables WB Masor 2683228 7 108
g 20-College 553-Procui 368000-Su 346251-Pn 0000-Defal 7211-5UPI 3/31/2011 3/9/2011 0 0 -11.4 Obligation Payables WB Masor 2683228 6 108
9 20-College 553-Procui 368000-Su 346251-Pn 0000-Defal 72 11-SUPI 3/31/2011 3/9/2011 0 0 -3.13 Obligation Payables WB Masor 2683228 5 108
10 20-College 558-Procw 368000-Su 346251-Pn 0000-Defal 7511-SUFI 3/31/2011 3/9/20M 0 0 -7.67 Obligation Payables WB Masor 2683228 4 108
11 |20-College 558-Procui 368000-5Su 346251-Pr 0000-Defal 7511-5UPI 3/31/2011 3/9/2011 0 0 -10.6 Obligation Payables WB Masor 2683228 3 108
12 |20-College 558-Procui 368000-Su 346251-Pr 0000-Defar 7511-SUPI 3/31/2011 37972011 0 0 -28.95 Obligation Payables WB Masor 2683228 2 108
13 1 20-College 553-Procw 368000-Su 346251-Pn 0000-Defal 7511-5UP1 3/31/2011 3/9/20M 0 0 -5.98 Obligation Payables WB Masor 2683228 1 108
14 120-College 558-Procu 365000-Sy 346251-Pn 0000-Defal 7511-SUP1 3/31/2011 __3/9/2011 i} i} 265 lnvoices  Pavables WEB Masor 2653228 7108

u



Adding a sum to the file proves that all detail has been captured.

F G H

* Matclas| = | Effectivi =~ |Posted | ~ | Budget | ~ | Actual 4 = | Encumb Amd > | Encumb Type Name

al

K L

] il
~ |JE Soul ~ |Referen ~ | R

a7a11-SUP1 173172008 1/10/2008
a 7511-SUPI 1/31/2008  1/10/2008
al 7511-SUPI 1/31/2008 171072008
aTa11-5UPI 173172008 1/10/2008
a 7511-SUPI 173172008 1/10/2008
A 7511-SUPI 1/31/2008 171072008
al7a11-5UP1 1/31/2008 1/10/2008
a 7511-SUPI 173172008 1/10/2008
a 7511-SUPI 1/31/2008 171072008
Al Ta11-5UP1 1/22/2008 1/25/2008
aTa11-SUPL 171472008 171442008
A TAN-SUPl e 17272008
A TAEN-SUPl #smee 17272008
A Ta1-SUPl = 1722008
A Ta11-SUP| & e
A TAN-SUR| #mmmmr freee

A TA N -SUP| #Hrmmmr | i
A TEN-SUR| semme feeeees
A TEN-SURP| s frreeeer
A TA1-SUP| FHrmmmr | i
A TEN-SUR| smmme feeees

[ T o R [ e o Y e O s o Y e R Y Y e R s Y s [ e R s [ s o R s s s |

0 14 52 Obligation

0 {5.00} Commitment
0 500 Commitment
0 {(14.582} Commitment
0 14 52 Commitment
0 (14.52} Commitment
0 14 52 Commitment
0 (748} Commitment
0 7.48 Commitment
0 {3.63) Invaices

0 (14 52} Invoices

0 {5.50} Obligation

0 (8.50) Invoices

0 450 Invoices

0 {1.00} Commitment
0 1.00 Commitment
0 {1413} Obligation

0 1413 Invoices

0 600.00 Commitment
0 (600.00) Commitment
0 {B5.25) Obligation

0 (104.40} Obligation

0

(104.40) Obligation
69452 71

PurchasingPO
PurchasingREQ
Purchasing REQ
PurchasingREQ
PurchasintREQ
PurchasingREQ
PurchasingREQ
PurchasingREQ
PurchasingREQ
Payables Office Max
Payables Office Max
Payables Office Max
Payables Office Max
Payables Office Max
PurchasintREQ
PurchasingREQ
Payables Office Max
Payables Office Max
PurchasingREQ
Purchasing REQ
Payables Office Max
Payables Office Max
Payables Office Max




F G H | J K L

Matclas| = | Effectivi ~ | Posted | ~ | Budget | = | Actual 4 = | Encuml ~ |Encumb Type Name | =
LTE11-SUPI 3/31/2011 3M16/2011 4] sotatoz
LTE11-SURI 3/3172011 3M6/20M Z| sotZtoa
L7511-5UPI 3/31/2011 3M6/2011 B
LT511-SUPI 3/3172011 3162011
L7511-SUPI 3/31/2011 3M6/2011
LTE11-5URI 3/3172011 39201
LTE11-SUPI 3/3172011 3920
LT511-5URI 3/3172011 3/9/2011
LTE1-SUPI 3/3172011 /920
LTE11-SUPI 3/3172011 3/%/2011
LT511-5URI 3/3172011 3/9/2011
LTE11-SUPI 3/3172011 3920
LT511-5URI 3/3172011 3/9/2011
LTE1-SUPI 3/3172011 /920N
LTE11-SUPI 3/3172011 3/%/2011
LT511-5URI 3/3172011 3/9/2011
LTE11-SUPI 3/3172011 3920
LT511-5URI 3/3172011 3/9/2011
LTE1-SUPI 3/3172011 /920N
LTE11-SUPI 3/3172011 37372011
LT511-5URI 3/3172011 3/3/2011
LTE11-SUPI 3/3172011 3/3/20M
LT511-5UPI 3/3172011 3/3/2011

Sort by Colar b

Text Eilters k

QK I Cancel

J
F
F
F
F
F
F
F
F
F
- H
(Select All) F
F
F
F
F
F
F
F
F
F
F
F
F
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Encumbrances come in four types:

e OLD: Labor (compensation) encumbrances which are projected out to the end of the year. These can be
disregarded for purposes of looking at open Purchasing/PO encumbrances.

e Commitment: These are created when a requistion is created, and relieved when the req becomes a PO

* Obligation: These are created when a PO is created, and relieved when the PO is matched for payment

* Invoices: These are created when the PO is matched and relieved when invoice is validated and Actual

expenses hit [for non-PO orders, they are created when the invoice is entered, and relieved when the invoice is validated
and Actual expenses hit]

Because a req or PO may be created in one fiscal year and relieved in another, encumbrances can’t always be looked at
in isolation in a given year. That is why these reports are run from the beginning of the Oracle GL 7/1/07.



To use the raw data to see what the Purchasing encumbrance balance is made up
of, first remove OLD encumbrances, leaving Commitment, Obligation and Invoices:

| E | F | G | H | I | J I S R S
* | Subacti = | Matclas = | Effective Date| ~ | Posted Date| = | Encumb Amd = | Encumb Type Name | = JE Soul = |Referen ~ | R

-Pri0000-Defat 7511-SUPI 3320M 3M6/201M 115.80 Obligation Furchasinc PO
-Pri 0000-Defal T2 11-SUPI 33z20M 920N (5.65) Obligation Payables WB Masor 2
-Pri 0000-Defal T511-SUPI 3320M 39/20M (11.40) Obligation Payables WB Masor 2
-Pri0000-Defal T211-SUPI 3320M 39201 {3.13) Obligation Payables WB Masor 2
-Pri 0000-Defal T511-SUPI 33z20M 39/20M (7.67) Obligation Payables WB Masar 2
-Pri0000-Defat T511-SUPI 33120M 39/20M (10.60) Obligation Payables WB Masar 2
-Pri0000-Defar T2 11-SUPI 3320M 392011 (28.95) Obligation Payables WB Masor 2
-Pri 0000-Defal T511-SUPI I320M 920N (5.98) Obligation Payables WB Masor 2
-Pri0000-Defat 7511-SUPI 3320M 3320Mm 5.65 Obligation Furchasinc PO
-Pri 0000-Defal T2 11-SUPI 33z20M 3320M 11.40 Obligation Furchasint PO
-Pri 0000-Defal T511-SUPI 3320M 3320 3.13 Obligation Purchasinc PO
-Pri0000-Defal T211-SUPI 3320M 33201 7.67 Obligation Purchasinc PO




Sort Commitment Encumbrances by Reference 4, requisition number

to see which ones have not fully relieved. Most should be a clean

debit and credit:

F G H \q | ) K L I i} = P 3
Natclas ~ | Effective Dat{ ~ | Posted Date — cumb Am{~ | Encumb Type Name | T | JE Source Shi~ | Reference 1 |~ |Reference 2|~ |Reference 3 |~ | Reference 4 ~ | Refere| — | JE Line Description
1 7311-3UP zzmz 31202012 3.54 | Commitment Purchasing REQ 612566 1210404 312720 | 5821283 Mid-Tier Single Subject Notg
:TE11-3UP IM2Ema 3222 (3.54)| Commitment Purchasing REQ 612566 1210404 312720 | 5821284 Mid-Tier Single Subject Motg
1 7311-5UP 31152012 31652012 (5.80})| Commitment Purchasing REQ 617679 1214587 313155 |5832524 PEN BIODEGRAD 4/CD AST]
1 7511-SUP 3152012 31642012 5.80 | Commitment Purchasing REQ 617679 1214587 313155 |5832523 PEN BIODEGRAD &/CD AST]|
1 7311-3UP 3152012 31642012 1.98 | Commitment Purchasing REQ 617680 1214588 313155 |5832625 Scotch Magic Tape, 3/4"x
:TE11-3UP 3MEEM2 316/2012 (1.89})| Commitment Purchasing REQ 617880 1214588 313158 |5831820 Scotch Magic Tape, 3/4" x
1 7311-5UP 31152012 31652012 (1.82})| Commitment Purchasing REQ 617681 1214585 313157 |5832627 BIC Brite Liner Grip XL High
1 T811-SUP IME2012 31642012 1.82 | Commitment Purchasing REQ 617681 1214585 313157 |5832626 BIC Brite Liner Grip XL High
1 7511-SUP 3152012 31602012 (28.95)| Commitment Purchasing REQ 617584 1214582 313180 |5831823 Boize ASPEN 30 Recycled
:TE11-3UP 3MEEM2 316/2012 28.95 | Commitment Purchasing REQ 617584 1214882 313180 |5831822 Boize ASPEN 30 Recycled
:T311-3UP 472012 S22 (30.50)| Commitment Purchasing REQ 1031354 1637400 315013 |6216257 Boize ASPEN 30 Recycled
:T811-SUP 4T/2012 41902012 30.50 | Commitmsnt Purchasing REC 10231554 1637400 315013 |8215257 Boize ASPEN 30 Recycled
1 7511-SUP 4M3/2mMz2 4/16/2012 (26.45)| Commitment Purchasing REQ 1352565 1974401 315534 |5604258 Boize ASPEN 30 Recycled
:T311-3UP 413202 411812012 35.45 | Commitment Purchasing REQ 1352585 1574401 315534 |8803258 Boize ASPEN 30 Recycled
:T311-3UP 4Meiz2ma 411712012 (30.50)| Commitment Purchasing REQ 1375565 1987401 315558 |6683508 Boize ASPEN 30 Recycled
:T811-SUP 4M8/2012 411712012 (30.50)| Commitment Purchasing REC 1375565 1957401 315558 |8622258 Boize ASPEN 30 Recycled
1 7511-SUP 4M8/2012 411712012 30.50 | Commitmsnt Purchasing REQ 1375565 1987401 315558 |5622258 Boize ASPEN 30 Recycled
:T311-3UP 4M8/2iz 41172012 30.50 | Commitment Purchasing REQ 1375565 1987401 315558 |8621258 Boize ASPEN 30 Recycled
: 7511-8UP 42002012 412322 (7.29}| Commitment Purchasing REQ 1828587 2258405 318034 |6525281 Screen Cleaning Prempigten
:7511-8UP 0/2012 7.258 | Commitment Purchasing REQ 1628587 2255405 316034 |6524281 Screen Cleaning Premopizten
1 7511-SUP 4/20/2012 (17.51})| Commitment Purchasing REQ 1628557 2258404 316034 |65252681 CD-RW Rewritable Discs, 7
1 7311-3UP 4202012 4222012 17.51 | Commitment Purchasing REQ 1628567 2258404 316034 |65242681 CD-RW Rewritable Discs, 7
:TE11-3UP 4202012 42322 (8.88)| Commitment Purchasing REQ 1628557 2258402 318034 |8525281 Avery PRES-A-Phy Laser &
1 7311-5UP 4/20/2012 4232012 8.88 | Commitment Purchasing REQ 1628567 2256403 316034 |8524281 Avery PRES-A-Ply Lazer &

Whatever amounts do not net to zero represent part of the encumbrance balance.



e new orders

Sort Obligation Encumbrances by Reference 4, PO number, to see which
ones have not fully relieved. Most should be a clean debit and credit, but
some will have a debit only, especially if they

F G H K L M | N 0 5
Natclas = | Effective Dat{ ~ | Posted Date | Encumb Ty ~ | JE Sourcg Shi~|Reference 1 |~ |Reference 2| ~ |Reference 3 |~ |Reference 4 ~ ||Reference 5 ~ | JE Ling Dezcription

§7E11-SUP 32012 220z Obligagi Purchasing PO 745542 1468007 1116678 312145 Perforated-Styls 8-1/2
: 7511-SUP 33112012 322012 Optgation Purchaging PO 7485942 1468008 1116878 312148 Perforated-Style 5" =% 8
: 7511-SUP 411802012 412002012 (5.024[Obligation Payables VB Maszon Co Inc 3558792 2 1116878 OYE+11 Perforated-Style 8-1/2
i 7511-SUP 411802012 412002012 ¢Z.76)| Obligation Payables WH Mazon Co Inc 3558792 1 1116678 OYE+11 Perforated-Style 5" x 8
i 7511-SUP 31112012 IN22012 8. Obligation Purchaging PO 753162 1424326 117215 312717 Sharpie Accent Pen-Si
i 7511-SUP 411902012 412002012 (9.24)| Obligation Payables WB Mason Co Inc 3558833 1 117215 4529E+11 Sharpie Accent Pen-Stf
i 7511-SUP 3212012 IM212012 3. Obligation Purchasing PO 754163 1425329 1117218 32720 Wid-Tier Single Subject
i 7511-SUP 41502012 412002012 (3.54)| Obligation Payables WB Mason Co Inc 3558836 1 1117218 BSE9E+11 Mid-Tier Single Subject
: 7511-SUP 33002012 330/2012 (5.20)| Obligation Payables WWWR International 3031588 1 1117580 488446855 PEN BIODEGRAD 4/CD
: 7511-SUP 3152012 3M186/2012 5.80 |Obligation Purchaging PO 781195 1432356 1117580 313155 PEMN BIODEGRAD &/CD
: 7511-SUP 3152012 382012 1.89 [Obligaticn Purchaging PO 780285 1431588 1117581 313158 Scotch Magic Tape, 3/4
: 7511-SUP 4192012 412002012 (1.99}| Obligation Payables WWB Mason Co Inc 3558059 1 1117581 [W00170865304  Scotch Magic Tape, 3/4
: 7511-SUP 3152012 382012 1.82 |Obligaticn Purchaging PO 7811598 1432387 1117582 313157 BIC Brite Liner Grip XL
i 7511-SUP 41902012 412002012 (1.82}| Obligaticn Payables WWB Mason Co Inc 3558060 1 1117582 [W00177665310  BIC Brite Liner Grip XL
i 7511-SUP 152012 362012 2.25 |Obligaticn Purchaging PO 760265 1431588 1117583 313158 LifeSavers Hard Candi
§7E11-SUP 4152012 4/20/2012 (2.25)| Obligaticn Payables VB Mason Co Inc 3558561 1 1117583 [W00173665811  LifeSavers Hard Candi
§7E11-SUP 352012 3182012 28.95 | Otligation Purchasing PO TE0257 1431500 1117524 313150 Boize ASPEN 30 Recy
: 7511-SUP 4192012 412002012 (28.95)| Obligation Payables WB Mazon Co Inc 3558062 1 1117584 [W00179665812  Boize ASPEN 30 Recy
: 7511-SUP 47202 4192012 30.50 |Otligation Purchaging PO 1136181 1818325 1119440 315013 Boize ASPEN 30 Recy
: 7511-SUP 41712012 412002012 (30.50)| Obligation Payables VB Mazon Co Inc 34828410 1 WE1342681044 | Boize ASPEN 30 Recy
i 7511-SUP &7z 4192012 6.37 |Obligation Purchaging PO 1136162 1818326 315014 BANDAGES 3/4X3 FAH
i 7511-SUP 4/18/2012 4172012 45} | Otligation Purchaging PO 1464182 2148326 6504258 | Boize ASPEN 30 Recy
i 7511-SUP 41302012 41612012 Obligation Purchaging PO 1464182 2148326 6504258 | Boizse ASPEN 30 Recy
i 7511-SUP 418/2012 41712012 Obligation Purchasing PO 1475183 2185327 1119967 6522258 | Boise ASPEN 30 Recy
: 7511-SUP 418/2012 41712012 }| Obligation Purchaging PO 1475183 2185327 1119967 6522258 | Boizse ASPEN 30 Recy
: 7511-SUP 41812012 4172012 Obligation Purchaging PO 1523161 2211325 1120035 315558 Boize ASPEN 30 Recy
: 7511-SUP 42512012 4/27/2012 50}| Okligation Payables WHB Mason Co Inc 3708599 1 1120035 (I04805439686584 Boize ASPEN 30 Recy

4/20/2012 2 Okbligaticn Purchaging PO 1776161 2471327 1120488 318034 Screen Cleaning Premd

412002012 Obligation Purchaging PO 1 161 2471326 1120486 316034 CD-RW Rewritable Dis
: 7511-SUP 412002012 Obligation Purchaging PO 1776161 2471325 1120486 316034 Avery PRES-A-Ply Las

Whatever amounts do not net to zero represent part of the encumbrance balance.
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Invoices encumbrances almost always net to zero because they are created and

relieved within the same set up steps performed by A/P. Verify that they net to zero.

F

| Matclazs ~ | Effective Daty | Posted Date ~

K

L

Encumb Type Name [~ [ JE Source 3ht — | Reference 1

X
n
—h
14

o

i
=
o
o
(=]
1

Al

i

Lo |

rence 4 -

5

~ | JE Line De=cript

fe 7511-SUPPLIES
fe 7511-SUPPLIES
fe 7511-SUPPLIES
fe 7511-SUPPLIES
fe 751 1-SUPPLIE:
fe 751 1-SUPPLIE:
fe 751 1-SUPPLIES
fe 751 1-SUPPLIES
fe 731 1-SUPPLIES
fe 731 1-SUPPLIES
fe 731 1-SUPPLIES
fe 7311-SUPPLIES
fe 7311-SUPPLIES
fe 7511-SUPPLIES
fe 7511-SUPPLIES
fe 7511-SUPPLIES
fe 7511-SUPPLIES
fe 7511-SUPPLIES
fe 7511-SUPPLIES
fe 7511-SUPPLIES
fe 7511-SUPPLIES
fe 751 1-SUPPLIE:
fe 751 1-SUPPLIE:
fe 751 1-SUPPLIES
fe 751 1-SUPPLIES
fe 731 1-SUPPLIES
fe 731 1-SUPPLIES
fe 7311-SUPPLIES
fe 7311-SUPPLIES
fe 7311-SUPPLIES
fe 7511-SUPPLIES
fe 7511-SUPPLIES
fe 7511-SUPPLIES
fe 7511-SUPPLIES
fe 7511-SUPPLIES
fe 7511-SUPPLIES

G H
121172007 121172007
212642008 2282008
212642008 2282008
2452008 21472008
2M22008 21212008
2M22008 21212008
1312008 13172008
1312008 13172008
1312008 132008
1312008 132008
1312008 102572008
1312008 11472008
/2008 MeS2008
HS2008 382008
z008 382008
21282008 2282008
212842008 22812008
212842008 24520028
2/28/2008 222008
2/28/2008 222008
1203172007 121772007
123142007 12172007
123142007 12172007
12312007 12172007
12312007 12172007
121312007 121172007
121312007 121172007
123102007 12172007
123102007 12172007
123102007 12172007
1203172007 121772007
1/25/2008 1/25/2008
11472008 141472008
1203172007 17272008
1203172007 17272008
1203172007 121872007

(=]
y
[ =1

oo

8
3
5
3
5

O 0

o B RS o

[SERESURES PR = =

e
6
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Payablez
Pavablez
Pavablez
Pavables
Pavatlez
Pavatlez
Pavatlez
Pavatlez
Pavablez
Pavablez
Pavablez
Pavables
Pavables
Payables
Payables
Payablez
Payablez
Payablez
Pavablez
Pavablez
Pavables
Pavatlez
Pavatlez
Pavatlez
Pavatlez
Pavablez
Pavablez
Pavables
Pavables
Pavables
Payables
Payables
Payablez
Payablez
Payablez
Pavablez

Office Max Contract
Fizher Scientific

Fizher Scientific

Qffice Max Contract
Office Max Contract
Office Max Contract
Office Max Contract
Office Max Contract
Office Max Contract
Office Max Contract
Office Max Contract
Office Max Contract
Office Max Contract
Office Max Contract
Office Max Contract
Fizher Scientific

Fizher Scientific

Office Max Contract
Office Max Contract
Office Max Contract
Qffice Max Contract
Office Max Contract
Office Max Contract
Office Max Contract
Office Max Contract
Office Max Contract
Office Max Contract
Office Max Contract
Office Max Contract
Office Max Contract
Office Max Contract
Office Max Contract
Office Max Contract
Office Max Contract
Office Max Contract
Office Max Contract

== =
| ]
[ =

2
2
2
2

2187441
2183309

B P P —

PR A A B A B L BL TC R S RPN T R ~J L [ N J) S PR U BPAR NI U DU O PP PO PR PIIPAR SR N PP A DU e Y |

1007725

1007411
1013386
1012371

1015447
1015459
1014786
1014537
1014537
1006057
1008057
1008057
1006057
1006057
1006087
1006087
1006158
1006158
1006158
1006159

Journal Import C
Journal Import C
Journal Import C
Journal Import C
Journal Import C
Journal Import C
Journal Import C
Xerox - Toner C
Journal Import C
Casgio - &-Digit, O
Shachihata - Prg
3 - Post-it Pop+
Journal Import C
Journal Import C
Journal Import C
Bandage, Adhe
BNDG LF ADH 3
Brother - Labelin
Officelax - Per
Officelax - Mar
Xerox - Seolid Ink
Xerox - Solid Ink
Xerox - Solid Ink
Xerox - Solid Ink
Sharpie - Super
Officellax - Stel
Boize - Prezents
Xerox - Toner C
Xerox - Solid Ink
Xerox - Solid Ink
Herox - Solid Ink
Journal Import C
Journal Import C
Journal Import C
At-A-Glance - E
Day Timer - Plan
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Once you identify requisitions or POs where the encumbrance is
not completely relieved, and

* you know you have been fully invoiced for the goods and
services it was ordering

* you know you will no longer need this PO for future orders

Confirm that the amount received in eProcurement matches the amount invoiced:

How-to:

1. Log into eProcurement
2. Select ‘Requisitions’ from the menu at the top of the page and then select ‘Search’:

i | Approvals
Requisitions

o
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3. Clear any prepopulated fields and search by PO # or Req # based on IRA export Reference 4:

B S ] e g A R

Requisitions Search
Enter search criteria and press the Go button to find the requisitions.

Requisition Created By | _ : LN
I Include people from all organizations
Requisition Created | Any Time _j

Boguicition Mumber

4. To see if a receipt needs to be corrected, just click on the PO # that comes up and check the
summary:

Standard Purchase Order: 1079678, 1 (Total USD 23,394,05)

Currency=UsD Actions I‘.n’\ew Receipts 'l Go | [0k

General Terms and Conditions Total 23,394.9
Received 23.394.95
Total 23,394.95 Payment Terms NET30 Invoiced 23,394.95
Suppler Gooch & Housego Carrier Best Way Status Not Paid
Supplier Ste ORLANDOFL FOB Delivered and Installed
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5. If the amount invoiced matches the amount received, then the receipts do not need to be
adjusted. If, however, the amount received is greater than the amount invoiced you will need to
correct the receipt to match.

Go back to the requisition

Click on ‘Details’ (tiny blue box)

Click on the Receipt number

Click ‘Correct Receipt’

Enter the amount invoiced

Continue through and this should make the correction.

. Once the receipt is corrected contact Procurement to let them know that they are now able
to close the PO.

o™ oo oo

Contact Procurement.Services@dartmouth.edu to have the PO
Closed so that remaining encumbrances will be liquidated.
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