Open Commitment Status Report

1.
Navigate as follows:

Go

Process Financial Information

Process Journals

Report

Open Commitment Status

Add/Update Display

Note: The first time you run this report you must Add a run control ID.  Afterwards, select Update/Display to choose the run control from the list of run controls created.

2.
Complete the Report Request Parameters:

GL Business Unit: enter value

PO Business Unit: enter value or % for any

Purchase Order: enter value or % for any

Vendor ID: enter value or % for any

Fund: enter value or % for any

Department: enter value or % for any

Program: enter value or % for any 

Project/Grant: enter value or % for any

Fiscal Year: enter value

Period From: enter value

Period To: enter value

Hint: To see FY01 carryforward encumbrances, run the report for period 12, fiscal year 2001.

3.
Click stoplight.

4.
Choose Window for Output Destination.

5.
Choose the detail and/or summary report.

6.
Click OK.

Report is sorted by PO ID, PO line number, and PO distribution number.

Req Status:
O = Open

A = Approved (can create PO)


C = Complete


X = Cancelled

PO Status:
O = Open

A = Approved


D = Dispatched (can create PO voucher)


C = Complete

Jrnl Status:
E = journal has errors

N = created but not edited or budget checked


V = edited and budget checked but not posted


P = posted to the Actuals Ledger

Hint: Unposted PO vouchers will not appear on this report.  To see all PO vouchers for a PO, including those that are not posted, use the Partial/Final PO Voucher panel.  This panel will also tell you if a PO line is finalized.

	Example 1: Find all non-payroll encumbrances in a department for FY2002, periods 1-12.
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	 Run the detail report.
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	Example 2: Find all postage encumbrances for a project for FY2002, periods 1-12.
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	Run the detail and summary reports.
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