How to Properly Liquidate Encumbrances
in CAPPS




We will review:
] The definition of an encumbrance.

d Why, When, and different methods on How to liquidate an
encumbrance balance

 (Finalize, close and cancel processes)

1 FAQs



Definition of an Encumbrance

What is an Encumbrance?

JPre-encumbrance: Amount expected to spend, but for which
there is no legal obligation to spend. A requisition is a typical
pre-encumbrance transaction.

(JEncumbrance: Amount for which there is a legal obligation to
spend in the future. A purchase order is a typical
encumbrance transaction.

= Encumbrances allow agencies to recognize future
commitments of resources prior to an actual expenditure.




Example of a Pre-Encumbrance

(JExample of a Pre-Encumbrance:

When a requisition is budget checked, it moves funds from the budget to the
requisition (pre-encumbrance).



Example of an Encumbrance

O Example of an Encumbrance:

e Add/Update POs F T T o
e s Buidgat Statu 1 Hi "

ate | DOI1E20G

TINS Chach

When a purchase order is budget checked, it moves funds from the
requisition (pre-encumbrance) to the purchase order (Encumbrance).



Why Do | need to Liquidate My Encumbrance?

Why Do | Need to Liquidate My Encumbrance
Balance?

[ The funds on the procurement document are no longer
needed.

[ To restore any remaining encumbrance balance back into
your budget for future use.

 To use those remaining funds for a different Requisition or
Purchase Order.



What are the types of Liquidations?

The types of Liquidation are:

J Document to Document:

L Requisition to the PO liquidates the requisition.
L PO to Voucher liquidates the PO.
O Finalize:

L Finalizing a PO will liquidate any remaining funds on the associated
Requisition.

L Finalizing a Voucher will liquidate any funds on the associated PO.
O Cancel:
L The document is no longer needed and has not been used.

J Close:

L There are remaining funds on a document that is already in a cancelled or
closed status.



How Do | Liquidate an Encumbrance? (example)

Example 1: How do | Liquidate a remaining
balance on a PO by finalizing a voucher?

(d Example 1: Purchase Order has been partially vouchered
and now the PO has remaining encumbrance balance and
we need to restore the funds back to the budget.

[ Solution: Finalize the voucher that contains the PO’s
remaining balance for the line items.



Steps to Finalize a Voucher

d Steps to Finalize

1. Navigate to PO page to verify remaining Encumbrance
Balance.

2. Search for Voucher tied to the remaining encumbrance
balance

3. Budget Check the Voucher
Verify the Encumbrance Balance on PO



How Do | Liquidate an Encumbrance? (example)

d Step 1:

J Navigate to PO page to verify remaining Encumbrance
Balance.

ccccccc
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How Do | Liquidate an Encumbrance?

 Step 2:

d Search for Voucher tied to the remaining encumbrance
balance: Click Finalize and Save

Invoice Total
Line Total 500.00 Non Merchandise Summary
usD Session Defaults
Currency Comments(0)
= Add DLT Comments

Miscellaneous ) _
Attachments (0)

Freight z Template List
Supplier Hierarchy
Supplier 360
Total 500.00 B R
Difference 0.00
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How Do | Liguidate an Encumbrance”? (example)

dStep 3:

(dBudget Check the Voucher: Select Budget check and click
Run to process budget check:

PR —— Regular Entry # Q ™ : 0
“Address
RC Q SAS
SASD | — P
Calc Remain PO Amis o}
Save Action | w| Run Caleulate
.. B Checking
py From Source Document Geriarate

Mailch, Doc Tol, Bagl

Vioucher Post
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How Do | Liquidate an Encumbrance? (example)

d Step 4:

O Verify the Encumbrance Balance on the PO

Doc Tol Status  Valid

PO End Date 2]
TINS Check Backorder Status Mot Backordered
5 Receipt Status  Partial
..... . Dispatch
ress *Dispatch Method Print ¥
Amount Summary @
Merchandise 2.000.00
Freight/ Tax/Misc. U.ou Calculate
s Total Amount 2,000.00 UsD
':‘:; " d Details Encumbrance Balance 000 USD
HUB Subcontracting :
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How Do | Liquidate an Encumbrance? (example 2)

Example 2: How do | Liquidate a remaining
balance on a Req by finalizing the PO?

d Example 2: Requisition has been partially sourced to the PO
and now the requisition has a remaining pre-encumbrance
balance and we need to restore the funds back to the
budget.

d Solution: Finalize the PO that contains the requisitions
remaining balance for the line items.
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Steps to Finalize a PO

d Steps to Finalize a PO

1. Navigate to Req to verify remaining Encumbrance
Balance.

Click on the Finalize Button on the PO

Budget check the PO
Verify the Pre-Encumbrance Balance on Requisition

15



How Do | Liquidate an Encumbrance?

d Step 1:

J Navigate to Req to verify remaining Pre-Encumbrance
Balance.

< Manage Requisitions Edit Requisition - Review and Submit
Bu=ineas Linit Hadinsitson I FOR 1 Requisition Nams |
iy i (=] :
Pri
Cart W al B S0
f Sew TiEmanBuy Cart 17 Actd Mare Rems
lllll juisition Lines
T
L By
i T 1
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How Do | Liquidate an Encumbrance?

d Step 2:
[ Click on the Finalize Button on the PO

< All Request Options Add/Update POs 3 Q ™ : (o

in Purchase QOrder

ase Order
ness Unit TaSmartBuy Purchase Order PO Status Apmm X

FOID  20P0025742 Budget Status  Valid i '_-T.

“Opy From V Summary Document Type Hold From Further Processing

srgal Flrelds

rersal Field Free form text Carry-forward
Q v e -
ar (1)
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How Do | Liquidate an Encumbrance?

d Step 3:
(d Budget check the PO

< All Request Options Add/Update POs

Maintain Purchase Order
Purchase Order

Business Unit TxSmartBuy Purchase Order PO Status Approved
FPOID Z0PQDZ25742 Budget Status Mot Chik'd ﬂ! r
Copy From - Summary Document Type Hold From Further F-"r'-:n:{-:‘:lh:'|
* Universal Fields
Universal Field Free form text Carry-foraward
1 Q - + —

* Header .2
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How Do | Liquidate an Encumbrance?

d Step 4:
d Verify the Pre-Encumbrance Balance on Requisition

Edit Requisition - Review and Submit ® Q % ! (@

Biidinsss Uni Reguisition ID 20004521 Radgisidition Maima T
R st *Ovigin 1AL H Ao aunting Dals 141020 Ll TR T ey
Priarity
Cart Su y: Total &m 0 LS
o L T B 1 W Add Mona Rem
U
T By
3 T Oo i
Tl Amaanin
Pra-E a7 Bal
PpRir
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How to Cancel a Requisition Not Sourced to a PO

Example 3: How to cancel a Requisition that is
not sourced to a Purchase Order?

J Example 3: Requisition has been created and no longer
needed to source to a PO.

1 Solution: Cancel the requisition
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Steps to Cancel a Requisition not sourced to a PO

Steps to Cancel Requisition not sourced

d Steps

1. Navigate to Eprocurement Manage Reqgs Screen and
search for the Req to be cancelled.

Choose Cancel in the Action Drop Down and click Go
Click on Cancel Requisition
Click Budget Check from Action Drop Down and click Go

nogm By be

Verify the Pre-Encumbrance Balance on Requisition
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How to Cancel Requisition Not Sourced

d Step 1:

Navigate to Eprocurement Manage Reqgs Screen and search
for the Req to be cancelled.

Manage Requisitions

Search Requisitions

I--::'.:"l.':.":'l' i |

Business Linit q Requisition Name
Requisition 1D 20R004G368 1 Riquest E.‘.ﬂ’,ul b Budpet Status bl
Date From T Date To i Crrigin 3
Requester | Entered By A POID o,
Search Clear Show Advanced Search
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How to Cancel Requisition Not Sourced

d Step 2:
Choose Cancel in the Action Drop Down and click Go.

Search
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How to Cancel Requisition Not Sourced

d Step 3:

1 Click on Cancel Requisition

Business Unit Date 06/17/2020
Requisition ID 20R00453565 Status Approved
Requisition Name Test Req

Total 500000 USD
Line Details
Line Item Descnplion status TICE ity Total
1 TVs Approved 500.00000 EACH 10.0000 5000.00

......

Cancel Requisition
- —

Return to Manage Requisitions
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How Do | Liquidate an Encumbrance?

d Step 4:
[ Click Budget Check from Action Drop Down and click Go

A = - - m—
Manage Requisitions
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How Do | Liquidate an Encumbrance?

d Step 5:
d Verify the Pre-Encumbrance Balance on Requisition

£ Manage Requisitions Manage Requisitions

Requisition Details

Requitition Summanry

A Unit Requi ]

Date 1T Requisition 1D 208004
Reguest State  ©ancaled Total Amoumnt g |
Requesied For Pre-Encumbrance Balance 000 USh
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How to Close a PO and Requisition

Example 4: How do | close my PO and
Requisition with multiple lines?

Example 3: If the buyer uses only one line of the requisition, the
pre-encumbrance balance needs to be liquidated.

1 Solution: Close the PO and Requisition and then cancel other
open req lines.
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Steps to Close a PO and Requisition

d Steps

Run the Close Process for the PO

Verify Pre-Encumbrance balance

Run the Close Process for the Req line 1

Cancel other req lines (1 and 2)

Budget Check the Req

Verify Pre-Encumbrance balance and Req status

S L S
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How to Close a PO and Requisition

d Step 1:
1. Run the Close Process

Close Purchase Orders

Closa Purchase Ordars
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How to Close a PO and Requisition

d Step 2:
d Verify Pre-encumbrance Balance:

Requisitions
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How to Close a PO and Requisition

d Step 3:
Run the Close Process for line 1.

Requesters Workbench

Personaizg | View
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How to Close a PO and Requisition

d Step 4:
(J Cancel Lines 2 and 3

Requesters Workbench

Requesters Workbench

Processing Results
Business Unit WorkBench 1D WREKBNCH

Diescription To Canceal

Sala h'f.:l:"_ Fu
Accounting Date for Action 08172020 [y
Update Budget Date Equal (o Accounting Date
Mot Personalize | View Al | (2 Oaalifiad Parsonalize | View All | (2
Qualified Personalize 1of1 (& Last ot Personalize 1-20f2 (& Last
Recuartian I Log ] e Sched [hestrily Lima
'Tl
wE | 1 2 =
ZOR004E3T 3 =

=3

Proceed: LLE Ma Refum 1o Requesiers W
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How to Close a PO and Requisition

d Step 5:
d Budget Check the Req

!.i.::.;i:! LA R0

llllllllllllllllll
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How to Close a PO and Requisition

1 Step 6:
d Verify Pre-encumbrance Balance:

Requisitions

Reguesier
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Document Status

To view other documents for PO:

Document Status

Business Unit

Document Date 06/01/2020 Status Dispatched
Currency USD Document Type Purchase Order
Buyer Original Amount 631.00
Current Amount 631.00

Budget Status Valid

» S/ GGE

Requisitions(1) Procurement Receipts(1)
Confracts(1)

Show All
Associated Document Personalize | Find | View All | (2] | L.Td First (4 1-30f3 (» Last
Documents | |F=°W
Actions SetlD Eﬁz' ness Document Type DOC ID Status Eocumem Date Supplier ID Location
- Actions Contract 0000000000000000000000291  Approved 02/05/2019 B
~ Actions Requisition 20R0045206 Approved 05/27/2020 B
* Actions Receipt 0000044411 Received 06/12/2020 001 B

[2* Retum to Search 1=| Previous in List 4| Nextin List
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FAQ’s

J What if you
= reduce a $S20 Req Line to $S18 on the PO

= finalize, which sends the unneeded S2 back to the
budget

= then later realize you need the full $20 on the PO
Afterall?

Answer...click the Unfinalized button on the PO and re-budget check.
This restores the released funds back to the requisition, making them

available again to the PO. K

{-'3 PO Status  Approved b4
Budget Status ‘alid -

_--"}
R HodF Unfinalize

s
- qfge . g - T it
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FAQ’s

What if the buyer only reduces one line on the PO below the
Req amount?

Then you only need to finalize that one line, not the entire PO.

To finalize one line, go to the Line Details page using the button to the left of the line.

Lines
Details Class/ltem Ship To/Due Date Statuses 4]
Lime e Drescription
1 =5 (e | Business Cards I (=1
2 £, | Business Cards =]
3 = ] Business Cards T
Wiew Frintable Wersion
Finalize button for an individual line:
Details for Line 1
POID 17-0007
Line 1 Item ID Business Cards
Line Details
NIGP Class 966 Backorder Status Mot Backordered Line Status Approved & ﬁj’ _[Tj
NIGP Class Descr [PRINTING AND TYPESETTING SERVICES . E:ll

NIGP tem (07 &, Business Cards Printed
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Questions?

Questions?
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Capps

Centralized Accounting and Payroll/Personnel System

Thank youl!
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