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CREATE / ROLL / DELETE PRE-ENCUMBRANCE AND ENCUMBRANCES

Each year it is necessary for some departments to create pre-encumbrances and encumbrances for a

new fiscal year prior to the start of the new fiscal year. In addition, for some pre-encumbrances and

encumbrances that are created in one fiscal year, the goods are not received until the next fiscal year.

And, some pre-encumbrances and encumbrances are created, but the goods never ordered or

received. Below is an explanation of the process in each instance.

1.

Steps to Prepare Pre-Encumbrances and Encumbrances for the Next BFY

The Non-Accounting Requisition (RQN) is the requisition document to be used prior to the BFY

opening. Prepare the RQN as you would a Standard Requisition (RQS) with the following

exception:

a) Inthe header section, enter the next fiscal year in the Budget Fiscal Year field, leaving the
Fiscal Year and Period fields blank. For the accounting section, do not enter anything in the
BFY, FY, or Period fields.

If the PO is issued prior to July 1, use the copy forward command as normal with the following
exception:

b) After validating you will get the error “This posting is not allowed by BFY Profile P1, stage 1
(A2079)”. Change the default event type for each accounting line from PRO5 to PRO7 and
then revalidate.

If the PO is issued after July 1, use the copy forward command as normal.

Create a DO from a Master Agreement using the URSRCHMA page as normal with the following

exceptions:

c) Inthe header section, enter the next fiscal year in the Budget Fiscal Year field, leaving the
Fiscal Year and Period fields blank. For the accounting section, do not enter anything in the
BFY, FY, or Period fields.

d) Change the default event type for each accounting line from PRO5 to PRO7 to avoid the error
“This posting is not allowed by BFY Profile P1, stage 1 (A2079)".

When the goods are received after July 1, use the copy forward command to create the PRC
document and process that document as normal.

If the goods happen to be delivered prior to July 1, special steps will be required to close out this
DO. Contact the I/3 Team for assistance if this should happen.
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Create the appropriate encumbrance document (PO, CT, or SC) as normal with the following

exceptions:

e)

f)

In the header section, enter the next fiscal year in the Budget Fiscal Year field, leaving the
Fiscal Year and Period fields blank. For the accounting section, do not enter anything in the
BFY, FY, or Period fields.

Change the default event type for each accounting line from PRO5 to PRO7 to avoid the error
“This posting is not allowed by BFY Profile P1, stage 1 (A2079)".

When the goods are received after July 1, use the copy forward command to create the PRC

document and process that document as normal.

If the goods happen to be delivered prior to July 1, special steps will be required to close out this
DO. Contact the I/3 Team for assistance if this should happen.

2. Deleting Pre-Encumbrances and Encumbrances

a)

If deleting an outstanding encumbrance that has not been partially paid, open the
document, click on the Action Menu in the upper right hand corner, edit, then discard. A
version 2, cancellation draft will be created. If you are canceling an encumbrance from the
prior fiscal year, you will need to enter the “Budget FY and Fiscal Year,” for which the funds
were encumbered and “Period” 13 in the document header before validating and
submitting. Validate & submit the version 2 document. The documents will then enter
workflow for approvals. This process will cancel the outstanding encumbrance.

This also applies to an encumbrance that has been reduced by a modification. Open the
modification document from the Document Catalog and follow the “edit-discard” steps
described, above. A cancellation draft document will be created which can be validated and
submitted.

b) If a portion of the encumbrance has been closed (partially paid), open the outstanding

encumbrance, and click the “edit” tab at the bottom of the screen (see below). This will create
a version 2 of the document in draft status. If the encumbrance is for a prior fiscal year, you
will need to enter the “Budget FY, Fiscal Year” and “Period” 13 in the header. The system will
not allow you to “edit-discard” an encumbrance that has been partially paid since a portion of
the encumbered amount is valid.
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For documents with only one accounting line, change the amount of the encumbrance (Line
Amount) on the accounting screen to the amount that has already been closed. (See screen
below.) Validate and submit. Documents will then enter workflow for approval.

For documents where more than one accounting line is involved, you must go into each specific
accounting lines affected and change them to the appropriate closed amount or zero them out,
validate and submit for approval in workflow.

PLEASE NOTE: In working with commaodities (DQ’s, for example), there are two screens which
need to be changed for each commodity line. Change the quantity on the commodity screen to
match the number of products actually received, then proceed to the accounting line(s) screen
for that particular commodity and make the Line Amount match to the closed out amount for
that commodity. If the commodity received is zero, zero out both the Quantity field and the List
Price field on the commodity screen. Then proceed to the accounting line(s) screen for that
commodity and make the Line Amount zero. A good way to check to see if everything is correct
for a particular commodity is to look at the commaodity screen, right hand column. The Line
Amount, Total Acctg Amt, and Closed Amount fields should all be equal.
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In addition, open the REFERENCE sub-section on both the Commodity and Accounting pages of
the DO/PO document and if the encumbrance is complete or final, ensure the REF Indicator
states FINAL. This will close the complete encumbrance remaining on the document.

3. “Rolling” a Pre-Encumbrance or Encumbrance to the Next Fiscal Year
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a) You may ROLL an old year encumbrance to the new fiscal year on or after July 1*. To roll an
encumbrance forward, you must first discard (or modify to zero if a partial pay) using the
same processes described in 2, above. Once the old year has been cancelled, create a copy of
the original (or mod if applicable) encumbrance transaction. Check the box adjacent to the
encumbrance you want to establish in the subsequent FY. Click on “Copy”.
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Complete the Target Document Information and click on “Copy Document”. For tracking
purposes, you may want to add a suffix (such as X) to the doc ID. The Budget FY, Fiscal Year, and
Period will be blank and thus will default to the current fiscal year. Validate and submit will
establish the encumbrance in the new FY. The documents will enter workflow for approvals. You
may make changes to the encumbrance (i.e. delivery date, etc.) if applicable. You may make
changes to the encumbrance (i.e. delivery date, etc.) if applicable.
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4. Questions relating to the above processes should be directed to the DAS-SAE-Daily Processing.




