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Self Service Encumbrance Query 
 
To view information on encumbrances, choose ‘Encumbrance Query’ from the main menu.    

 
 
 
On the parameter screen, check the fiscal year and fiscal period.  If you want to see the entire 
year, make sure the fiscal period is set to 12. 
Enter your index number in the index field. 
Click the ‘Submit Query’ button twice. 
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Also notice there is a drop down box to choose between open, closed, or all purchase orders.  
This is the only place that a user can see if a purchase order has been closed. 
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The results of the query are shown on the next page.  Below is an explanation of the columns.  
Notice that the main query heading shows ‘Closed’ was chosen as the encumbrance type in the 
query parameters. The drill down details for P0001303 from the query are also shown.   
 

 
 
The column ‘Original Commitments’ is the amount of the original purchase order.   
The column ‘Encumbrance Adjustments’ will show the amount of any change orders that have 
been done. 
The next column, ‘Encumbrance Liquidations’ is the amount that has been deducted from the 
encumbrance. 
The column ‘Year to Date’ is the actual expense incurred by this purchase order.  This will be the 
actual amount of the invoices that have been processed against this purchase order. 
Since this query is for closed purchase orders, the amount in the ‘Current Commitments’ 
column is $0.00 with 100% of the purchase order used. 
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If you click on the blue P0001303, you will see the details for the liquidations and the year to date 
actuals.  From here you could click on the blue document code in the first column to drill down for 
the invoice details or the purchase order details. 

 



Page 5 
 

 
When you do a query for Open Commitments, you will notice that the ‘Current Commitments’ 
column shows the amount remaining on the purchase order and the percentage of the purchase 
order that has been used. 
 

 
 
 
 


