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PO, AP, and GL Business Unit Cross Reference
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Format for PO Numbers
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PO BU Description

AP BU

AP BU Description

GL BU

00730

Regular POs, Research Contracts - OCG

00730

Non-PO Vouchers, PO Vouchers for PO BU

00730

00783

Regular POs, Research Contracts - OCG

00783

Non-PO Vouchers, PO Vouchers for PO BU

00783

CN730

Non-Research Contracts - Contracts Admin.

00730

Non-PO Vouchers, PO Vouchers for PO BU

00730

CN783

Non-Research Contracts - Contracts Admin.

00783

Non-PO Vouchers, PO Vouchers for PO BU

00783

FP730

Construction Contracts - FP&C

00730

Non-PO Vouchers, PO Vouchers for PO BU

00730

FP783

Construction Contracts - FP&C

00783

Non-PO Vouchers, PO Vouchers for PO BU

00783

SC730

SCRs, Telephone, Long Dist, Postage

SC730

PO Vouchers for PO BU (auto process)

00730

SC783

SCRs, Telephone, Long Dist, Postage

SC783

PO Vouchers for PO BU (auto process)

00783

HR730

State payroll reimbursement (auto process)

00730

HR783

State payroll reimbursement (auto process)

00783

SA730

Student refunds (auto process)

00730


Ways to Reduce a PO Encumbrance

1.
Create a PO voucher.

2.
Finalize a PO voucher.  If not authorized to finalize, complete an Encumbrance Adjustment Form.

3.
Make an adjustment to the PO.  If not authorized to adjust, complete an Encumbrance Adjustment Form.

Creating a PO Voucher

Navigate as follows in PeopleSoft:


Go


Administer Procurement


Enter Voucher Information


Use


PO Vouchers


Add

PO Voucher – Add dialog box

Select business unit

Leave voucher ID at NEXT

Click OK

Invoice Header Information panel (see next page)

Select PO business unit

Select PO

Click on Copy PO PB icon (PO information will be copied into voucher)

Click on Transfer to Date Calculation Basis icon (calculator)

Enter dates: Invoice Receipt, Invoice, Goods Receipt, and Acceptance.  Click OK.

Enter invoice number

Change gross amount to match payment

If this was an encumbrance carried forward from FRS to PeopleSoft, choose the correct vendor by clicking the green flashlight on the lower half of the panel and searching for the vendor.

[image: image10.png]alg#x Gl == A= @ v

PartialfFinal POVchr |

Fotch PO Dotai | VousherDetis | Transasion Log





Line Information and Charges panel

Change to Distribute by to “Quantity,” if paying by units, or to “Amount,” if not paying by units

Change Amount or Quantity for voucher line 1, if necessary

If final payment for voucher line, select Finalize (to release remaining encumbrance) for Partial/Final and click OK

Repeat the above three steps for subsequent voucher lines

If an additional voucher line is needed, insert another voucher line by inserting a row (with cursor in Description)

Enter a new voucher line and distribution in one of two ways:

1. Type the voucher and distribution line information or 

2. Copy from an existing PO line by selecting Clone From PO, selecting the PO Unit, PO, Line, and Schedule, and clicking the Copy Voucher icon [image: image2.bmp]
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UHS Data Line panel

UHS PCC: type or select from list (default is 9)

Description2: enter additional description for voucher line 1 (if needed)

RTI: RTI number provided by state agency (for state interagency vouchers)

Select vendor from Short Name list (if 3rd party vendor information appears)

Tab out of Short Name field

Select appropriate address from Address list

Schedule Payment – Dept Use panel
Click calculator (Save) and note voucher ID

Bank: select correct bank that matches the fund (local bank is default)

Account: if the bank is changed to STATE, select TREA for the bank account

Scheduled Due Date: change to a date before the Net Due Date, if necessary

Payment Handling Code: select “SH” for special handling or “EN” for enclosure, if necessary

Payee Remit To Address: select the correct remit to address that matches the invoice 

Check the Separate box, if needed, to generate a separate check for the voucher

Click the magnifying glass (Payment Message)

Payment Reason Code: select the appropriate code from the list to indicate why you are refusing or forcing interest, if necessary

Late Payment Charge: select the appropriate code from the list to refuse or force interest, if necessary

Click OK Push Button

Comments panel
Voucher Comments: type information required to explain or justify voucher

· Purpose/benefit to the university

· It is not necessary to indicate the contract or PO balance on encumbered contracts or POs

Payment Comments: type a message to the UHS Treasurer’s Office

· Request enclosure with check

· Request to hold check or route to department (provide department address)

Accounting Information panel
Click Budget Check icon

If Budget Check is in error, navigate as follows to determine why: Use – Budget Control Exceptions

Save voucher

Additional Documentation to Attach to Voucher Coversheet

Invoice/receipts to support payment, if applicable

Copy of contract (or provide voucher number to which contract was previously attached)

It is not necessary to attach a copy of the Blanket PO or Receiver to the Coversheet

Encumbrance Adjustment Rules of Thumb

1.
Use the Open Commitment Status Report to determine the remaining pre-encumbrance (for requisitions), remaining encumbrance (for POs), and cumulative PO expense (for PO vouchers) in the Actuals Ledger (not necessarily the Budget Ledger).  The Budget Ledger is updated immediately when budget checking is successfully completed on a requisition, PO, or PO voucher, whereas the Actuals Ledger is not updated until the REQ, PO, or AP journal is posted.

2.
Also use the Open Commitment Status Report to determine the status of a requisition, PO, or journal.  Requisition status must be “A” (approved) for a PO to be created.  PO status must be “D” (dispatched) for a PO voucher to be created.  Journal status must be “P” (posted) for a journal to appear on the UGL01049 or UGL01051 report.

3.
Use the Partial/Final PO Voucher panel to see all PO vouchers created for a PO, even those that are not on the Open Commitment Status Report because they have not posted to the Actuals Ledger.

4.
Also use the Partial/Final PO Voucher panel to tell if a PO line has been “finalized” (releasing excess encumbrance on a final payment) or “partialized” (reinstating encumbrance that was previously released because of a finalized PO voucher).  See the PO line status in the Full Liquidate column on the Partial/Final PO Voucher panel.

5.
The department that creates the PO voucher is responsible for choosing “finalize” or “partialize” on the PO voucher line, if appropriate.  For most PO vouchers, it is not necessary or appropriate to choose “finalize” or “partialize.”  If unsure, you should leave the Partial/Final field at “none.”

6.
Only choose “finalize” on a PO voucher line if this is the final payment for all cost centers on the PO line and the cumulative payments, including this one, are less than the PO encumbrance for that line.  Choosing “finalize” will only affect the PO line being finalized and not the entire PO.

7.
Only choose “partialize” on a PO voucher line if this line was previously finalized, in order to reinstate the encumbrance that was released when “finalize” was chosen.  Choosing “partialize” will only affect the PO line being partialized and not the entire PO.

8.
Once “finalize” is selected, the PO voucher must be budget checked and posted.  Budget checking updates the Budget Ledger and voucher posting creates a journal to update the Actuals Ledger (reduce the encumbrance).  Budget checking is performed on the Accounting Information panel and voucher posting will occur the night after Accounts Payable approves the voucher, if the voucher is not already approved, or overnight after budget checking, if the voucher is already approved. 

9.
Once “partialize” is selected, the PO voucher must be budget checked and posted before any additional PO vouchers can be created for that PO line.  Budget checking is performed on the Accounting Information panel and voucher posting occurs overnight.

10.
The Encumbrance Adjustment Form (EAF) is used to make encumbrance adjustments only, except for SCRs and postage.  The EAF can be downloaded at http://www.uh.edu/fast/financial/FS-refandforms.htm 

Requests for other changes, such as quantity, unit price, account, or cost center, which may or may not affect the encumbered amount, must be submitted on the following forms:

Document Type
Form to Request Other Changes
Send Form To

POs
Change Order Request
Purchasing

Research Contracts
Contract Amendment Request
Contracts and Grants

SCRs
EAF for account or cost center changes
General Accounting

Postage
EAF for all changes
Financial Services - Administration

Telephone
Telecom Work Request and EAF for all
Telecommunications

Long Distance
EAF for all changes
Telecommunications

	PO Bus Unit:
	 
	Req ID:
	 
	PO ID:
	 
	Vendor Name:
	 

	
	
	
	
	
	
	
	
	
	

	 
	Cancel the requisition.  Do not place the order. (Send form to Purchasing.)
	
	
	

	
	
	
	
	
	
	
	
	
	

	 
	Cancel the entire PO.  No payment was or will be issued on a PO voucher.  (Send to AP for POs; GA for SCRs; OCG for research contracts.)

	
	
	
	
	
	
	
	
	
	

	 
	Adjust encumbrance as indicated below.  (Send to AP for POs; GA for SCRs; OCG for research contracts; Fin Svcs-Admin for postage;

	
	Telecom for telephone or long distance.)

	
	
	
	
	
	
	
	
	
	

	Item
	Line
No.
	Sched
No.
	Distrib
No.
	(A)
Original
Encumbrance &
Change Orders
	(B)
Current
Encumbrance
Balance
	(C)
Requested
Increase (+) or 
Decrease (-)
	(A + C)
Revised
Total
Encumbrance
	(B + C)
Revised
Encumbrance
Balance

	A
	 
	 
	 
	 
	 
	 
	0.00 
	0.00 

	B
	 
	 
	 
	 
	 
	 
	0.00 
	0.00 

	C
	 
	 
	 
	 
	 
	 
	0.00 
	0.00 

	D
	 
	 
	 
	 
	 
	 
	0.00 
	0.00 

	E
	 
	 
	 
	 
	 
	 
	0.00 
	0.00 

	F
	 
	 
	 
	 
	 
	 
	0.00 
	0.00 

	G
	 
	 
	 
	 
	 
	 
	0.00 
	0.00 

	H
	 
	 
	 
	 
	 
	 
	0.00 
	0.00 

	
	Total
	 
	 
	0.00 
	0.00 
	0.00 
	0.00 
	0.00 

	
	
	
	
	
	 
	 
	
	
	

	Item
	GL BU
	Fund
	Dept ID
	Program
	Project/Grant
	Budget Period
	Account
	

	A
	 
	 
	 
	 
	 
	 
	 
	

	B
	 
	 
	 
	 
	 
	 
	 
	

	C
	 
	 
	 
	 
	 
	 
	 
	

	D
	 
	 
	 
	 
	 
	 
	 
	

	E
	 
	 
	 
	 
	 
	 
	 
	

	F
	 
	 
	 
	 
	 
	 
	 
	

	G
	 
	 
	 
	 
	 
	 
	 
	

	H
	 
	 
	 
	 
	 
	 
	 
	

	
	
	
	
	
	
	
	
	

	
	Comments:
	 

	
	
	
	 

	
	
	
	 

	
	
	
	
	
	
	
	
	
	

	Department Contact:
	 
	Phone:
	 
	

	
	
	
	
	
	
	
	
	
	

	Certifying Signature:
	 
	Date:
	 
	

	
	
	
	
	
	
	
	
	
	

	For Office Use Only
	 
	 
	 
	 
	 
	 
	 

	 
	
	
	
	
	
	
	
	
	 

	Accounts Payable Approval:
	 
	Date:
	 
	 

	 
	
	
	
	
	
	
	
	
	 

	Financial Svcs-Adm Approval:
	 
	Date:
	 
	 

	 
	
	
	
	
	
	
	
	
	 

	Telecommunications Approval:
	 
	Date:
	 
	 

	 
	
	
	
	
	
	
	
	
	 

	Adjustment Completed By:
	 
	Date:
	 
	 

	1. Enter the PO business unit:

	00730 for UH POs or encumbered research contracts

	00783 for UH System POs or encumbered research contracts

	SC730 for UH encumbered SCRs, postage, telephone, and long distance

	SC783 for UH System encumbered SCRs, postage, telephone, and long distance

	

	2. Enter the requisition ID, if one was created (reqs are not created for SCRs or research contracts).

	

	3. Enter the purchase order ID, if one was created.

	

	4. Enter the name of the vendor.

	

	5. Check one of the three boxes to indicate the requested action.

	

	6. If the last box is checked (adjust encumbrance), complete the table below as follows:

	Line No: PO line number to be adjusted

	Sched No: Schedule number on the PO line to be adjusted (almost always 1)

	Distrib No: Distribution number on the PO line to be adjusted

	A: Original encumbrance for the distribution, plus any change orders

	B: Current encumbrance balance for the distribution

	C: Requested increase (+) or decrease (-) to the distribution encumbrance

	Note: PO and research contract encumbrances can only be increased with this form if the increase will correct a 

	previous mistaken decrease in encumbrance.  An increase in quantity, unit price, or a change in the cost center 

	requires a Change Order Request to Purchasing for POs or an amendment to the Office of Contracts and Grants for 

	research contracts.  SCRs and long distance encumbrances can be adjusted up or down and changes can 

	be made to the cost center with this form.  Telephone encumbrance adjustments also require a Telecom Work Request.

	

	7. Enter the cost center, budget period, and account that corresponds to the PO line above.

	

	8. Enter comments needed to explain unusual or complex requests, if needed.

	

	9. Enter the name and phone number of the person to call in the department if there is a question.

	

	10. The appropriate certifying signator signs and dates the form.  Forms initiated by one of the processing units below

	do not require a certifying signature.

	

	11. Mail or fax the completed form to the appropriate office, as indicated on the form.

	Purchasing - Mailcode 5015, FAX x35672, Phone x35671

	General Accounting - Mailcode 0902, FAX x38799, Phone x39024

	Office of Contracts and Grants - Mailcode 2015, FAX x39227, Phone x39232

	Accounts Payable - Mailcode 0900, FAX x38709, Phone x38700

	Financial Services - Administration - Mailcode 5011, FAX x35851, Phone x35591

	Telecommunications - Mailcode 1001, FAX x30980, Phone x31537


 When to Finalize a PO Voucher: If All of the Following are True

1.
You are authorized to finalize the PO voucher.  See table below.

Type of Transaction
Authorized to Finalize/Partialize PO Voucher

Regular PO
Accounts Payable

Blanket PO
Department

Research Contract
Department

Service Center Requisition
N/A (General Accounting must adjust the SCR PO)

Telephone
N/A (General Accounting must adjust the Telephone PO)

Long Distance
N/A (General Accounting must adjust the Long Distance PO)

2.
The last PO voucher has been created for all of the distributions (cost centers) on the PO line being finalized. 
Hint: Use the Open Commitment Status Report to see a list of PO vouchers that have posted to the Actuals Ledger.  Use the Partial/Final PO Voucher panel to see any unposted PO vouchers.  Instructions for these are included on a separate page.

3.
None of the distributions on the PO line being finalized were deleted from the PO voucher.  You can delete other PO lines but not distributions on the PO line being finalized.

4.
Cumulative payments on the PO line are less than the original encumbrance.

Hint: Finalizing a PO line on a PO voucher automatically saves the voucher.  If the voucher is out of balance, the bank and fund do not match, or the voucher is otherwise incomplete, you will receive an error message.  It is better to finalize the PO line after you have completed and saved the voucher.  You can also finalize PO vouchers after they are approved and posted.  However, remember to budget check the voucher after finalizing or the encumbrance will not be released (voucher posting will occur overnight).

When to Partialize a PO Voucher: If All of the Following are True

1.
You are authorized to partialize the PO voucher.  See table above.

2.
You need to create a voucher for a PO line and distribution whose remaining encumbrance was released by finalizing the PO line.
When to Neither Finalize Nor Partialize a PO Voucher: If Any of the Following are True

1.
You are not authorized to finalize/partialize the PO voucher.  See table above.

2.
You need to create another voucher for a PO line and the PO line is not finalized.
3.
Cumulative vouchers for the PO line are equal to or greater than the original encumbrance.
4.
The PO line is finalized and you do not need to create any additional vouchers. 

Partial/Final PO Voucher Panel – List of Vouchers for a PO

1.
Navigate as follows:

Go

Administer Procurement

Enter Voucher Information

Inquire

Partial/Final PO Voucher

2. Click on Fetch.
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3.
Change PO business unit, if necessary.  

4.
Enter PO ID.

5.
Change AP business unit, if necessary.

6.
Click OK.

7.
To view additional information, select the box on the desired row and click PO Details (Inquire – Purchase Order) or Voucher Details (Inquire – Voucher).

[image: image9.wmf]Type of PO

Format for PO Number

Example

New PO issued by Purchasing

10 digit number assigned by PeopleSoft

0000001234

Legacy encumbrance carried into FY02

0-[legacy PO, contract, or SCR number]

0-U111111

0-K333333

0-D123456

Research contract PO issued by OCG

R-[two digit fiscal year]-[four digit number]

The same number is used for the contract and PO.

R-02-0001

SCR PO created by Gen Accounting

SCR number (PO and AP BU SC730 and SC783)

D234567

Telephone rental PO

Actual PO: 0000000001 (PO and AP BU SC730 and SC783)

0000000001

Long distance PO

Actual PO: 0000000002 (PO and AP BU SC730 and SC783)

0000000002

Postage PO

Actual PO: 0000000003 (PO and AP BU SC730 and SC783)

0000000003

Construction contract PO

10 digit number assigned by PeopleSoft (PO BU FP730 and FP783)

Construction contract number begins with W.

0000023456



Key Concepts

Columns PO Unit to Full Liquidate relate to the PO.

Columns AP Unit to Entered relate to the Voucher.

PO Status:
Approved = stage before PO is dispatched to vendor; cannot create PO voucher


Dispatched = PO dispatched to vendor; can create PO voucher


Complete = PO is complete; cannot create PO voucher

Full Liquidate:
None = encumbrance for a PO line is not fully released


Full = encumbrance for a PO line is or is in the process of being fully released

Partial = encumbrance for a PO line that was previously released because the PO line was finalized is now reinstated

Hint: To view the cells on the panel more easily, you can make the columns narrower or hide those you don’t need to see by clicking between the column headings and dragging with your mouse.  You can also copy the cells into an Excel spreadsheet as follows:

1.
Click in the upper left cell.

2.
While pressing the Shift key, click in the lower right cell.

3.
Press Ctrl-C (to copy).

4.
Press Ctrl-V (to paste) into an Excel spreadsheet.

Open Commitment Status Report – Instructions

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