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Fostto Log Status: Send E-mail

Document Type: | Contract | Speead Type: =470 Sub Account: [UHC
Froject Status:

Sponsor: [M=f

Froject Year: |:|

Tipe the vendor harne 1h the Yenday box Delow,
then ciici on “Selact endor” fo ol ot clhosest matc iresl;

Wendor: |EIDnsangue, hlartin |_ SelectWendor | 152657 ] —
o Inwvoice &
Description: [To pay for services rendered to the Ho v, Dot
uston Louis Stokes Alliance far Minorit [ ot d fy |

Patticipation, April 30, 2007 - May 29,

Ps Account @ [52257 COMTRACT SERICE - OTHE =

hiland O
Purchase Agent Mote
Ertered By:[_____ ]
| | | |'-.-‘alue must be 1" or greater| | Date Ertered: M025/2007
A oot e rtity Oocurent 2
| 7,343.30 | | | HEfE;;nsE #-: ROFO1Z5
Encumbrance Amt Enc. Cata M
Limew: [ ]

+ Choose ‘Contract’ (for regular contracts) or ‘SubContract’(for sub-
recipient agreements on grants) for document type

+ Enter ‘Speed Type’

+ Enter ‘Sub Account’ if applicable

+ Enter ‘Vendor’

+ Enter ‘Description’. Include start and end date of the contract.

+ Enter ‘Total Amount of Contract’ in the Encumbrance Amount Field
+Enter ‘Enc. Date’

+ Enter the ‘K’ or “R” number in the PO Number Field. If contract also
generates a PO, both numbers can be entered here.
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" Paying the Contract
Fostto Log Status: Send E-mail
Document Type: | T-Card | SpeedType: [ _=a7zc |  Sub Accourt:

Project Status:

Spons=sor: |M5f

Project Year:

Tpa the vehdor halme Th the |fendoy Do Belion
then click on “Sefect Yencor” o pull owt clossst matchies):

Vendor: [Southwest Airlines | Delect vendar | 2350 Invoice &
Drescription: [ajr- pMain Bonsangue from Los Ange e
les to Austin and Houston 04-29-07 to [ rirndddig |

05-03-07 to evaluate the HLSAMP. Thi

. CONTRACT SERVACE - OTHE
PS Account @ 538487 -

i and O
Purchase Agent Note:
Ertered Byt ]
[ 1ozs0 ] | 1 [value must be " or greater| | Date Ertered: Beea/e007
A oot O rtity Docurnent &; QO735835
| 10220 | | | Reference & [NShi DEAN hiA
' :
Encumbrance Amt Enc. Cata PO Nurn: [RO70125
| ime & |'1 I

+ Create a Second Record (duplicate original)

+ Choose the applicable Document Type (voucher, PO voucher, etc)

wEnter the Amount Paid in the Amount field

+ Enter the Amount Paid with a negative sign in the Encumbrances
Amount Field
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ain Menu | Ledger Menu | Detail Summary | Acct Summary of Found Records | Manthly | Repart

Viewing and Reconciling the
Contract Records

Reconciliation List

Ff BpeRdTweR fub I-_",-,-:,.:I 'S ‘Wendor Marne Description poc & Ref & FO & Ezt frn Emc Ozt Emc frot Exp Dat Exp frn

2007 34733
2008 34733

UHZ GOESRID 3867 T-Card Southwest Aidine  Ar - harin Bonsa 00735835 MSMW DEA  ROTDI1ZS 102.80 -102.80 053107
UH GOSE2 R3B5T Contract Bon=zangue, harti To pay for servic ROTO125 32350

tonthly Expenditures:

Account Title FI Sponsar
AP Uniwersity of Houston Central Bear, John NSF

Remainin,

+The first line (above) is the payment record. This record is expende‘
during monthly reconciliation.

+The second line (above) is the original contract encumbrance. It will
remain unchanged in FMP.

+The remaining balance of the contract is circled (above).
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I,“_ |
i STATUS SUNMMARY
|"_"\|l.d-
= Budoeted Expended Encumbered Out=tanding Ealance
=
= Salaries | [ | 0.00] | oo | o.oof | 0,00
Ll
b Fringe Benefits | [ ] 0.00| | o.00| | 0.00| | .00
'n_r: Mme&o | [ ] 754.03| | s53.21| | &,000.00] | -7 a2a.z0|
L Travel [ | [ o.00] | oo | | | .00
é Equiprnerit | | [ oo | 000 | | | .00
- TOTAL | [ 754.039) | s53.21| | &, ,000.00] | -7 323 .30|
b, ey
. T
i Carried Forward [ | PS Fund Equity[ -754.03] UnBudgeted [F5)
:I: Revenue Frior 4r. Encumbered
S||  Fund sdjustmerts [ a00 Outstanding
=
w| | Expen=es [ Frior BERef] UnBudgeted [Dept]
PS Accumulated Fund
L. e
Reconcile hionth: Current Balance| 7.323.30 |
L "

+ When the contract is searched by Contract number in the PO field, the
Account Summary will show the contract status as above

wEXxpended -contract payments expended/reconciled

+ Encumbered — the current contract encumbrance balance

+ Outstanding — contract payments made, but not yet expended/reconciled.
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Fostto Log Status: Send E-mail

Document Type: [ Release Order | Speed Type: - v~ T Sub Account:
Praject Status:

Sponsor: [MNsf

Froject Year: |:|

Tie the venooy naime In the Fencor How Helow,
then ciick aon “Safect Wencor” o puli owt ciosest matchiresl !

WVendor: |EI|:|r‘|Sangue, Martin |_ SelectWendor | 15267 ] ]
o Inwoice &

Description: [RELEASE BALAMNCE Imw. Date: L |
[To pay for services rendered to the Ho [ ro rndd gty
uston Louis Stokes Alliance for Minorit

. COMTRACT SERWICE- OTHE
bl and O
Purchase Agent Note:

Ertered By:[ |

| | | |'-.-‘alue must be 1" or greater| | Date Erntered: (105252007

A mount o= ity Documeaent #:

| _569 71 | | | Reference &: I:I
: :[RoFoizs ]
Encumbrance amt Enc:. ata FO Hum m
Lime: [ ]

+ Release Encumbrances if full amount not paid

+ Create a new record (duplicate the original contract)

+ Choose ‘Release Order’ for new document type

+ Enter the excess amount with a negative sign in the Encumbrance
Amount field

wEnter the Enc. Date

DO NOT change the Original Contract record Encumbrance Amount
DO NOT do a release order for sub recipient contracts unless
instructed by Pl and approved by OCG.
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Increasing Contract Encumbrance

Fostto Log Status: Send E-mail
Document Type: | Contract | Speed Type: a7z | Sub Account: [UHC

Project Status:

Sponsor: [H=f

Fraject Year: I:I

Tiepe the vencoyr nhame In the Yencor Do Defow,
then clici on "“Sefect Vencor™ fo ool owt closest matchies):

Wendor: |E|DI"ISEIFIQLIE, Wartin I_ SelectWendor | 1S8ET . .
o Imwoice &
Description: [To pay for services rendered to the Ho . Dmte: ]
uston Louis Stokes Alliance for Minorit | Exataatis=[=Fatard

Patrticipation, April 30, 2007 - May 29,

. COMTRACT SERWACZE - OTHE
PS Account @ |53857 =
bl and O
Purchase Agent Not

Erter=d EF'_-.r:l |

| | | |'-.-‘alue must be 1" or greater| | Date Ertered: [Os252007

& ot Qe mtiby Docurent &

| T 32330 | | I Referarnce #:I I
Encumbra nce Amt Enc:. Cata FO Num: IHD?D125 I
Line 2 | |

+Create a new record (duplicate the original contract)

+ Choose ‘Contract’ for new document type

+ Enter the additional amount in the Encumbrance Amount field
wEnter the Enc. Date

»Specify detail in the Description including reason for the increase.



Search Criteria

+ To Find all original Contract Encumbrance Amo |
+ Conduct find using ‘contract’ in document type field

+ To Find all Expenditures related to a particular contract
+Conduct find using ‘contract number’ in PO field
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