PO / SubContract
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*  (Create New Record

¢  Enter the encumbered amount in the
‘Encumbrance Amt’ field

¢  Enter the Enc Date

¢ Document Number = Blank

* Reference # = Requisition

¢ PO Num = PO Number

***]eave the Amount and Quantity blank***
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ol Type the vendor name in the Vendor box below
then click on “Select Vendor” to pull out closest match(es)
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(You can search by Key Word or Full Search)
Type the description the box below then click on “Full Search”
Full Search
. v

100 und BT Browse O < »

Once the PO is ready to be released, create a new
record with the following:

e ‘Amount’ Field = Amount to be released

*  ‘Quantity’ Field =1’

e ‘Encumbrance Amt’ Field = Amount to be
released as a negative

¢ ‘Enc Date’ field = Date of the released

*  Document Number = Purchase Voucher #

¢ Reference # = Same number as the
Encumbered Transaction

¢ PO Num = Same number as the Encumbered
Transaction
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then click on “Select Vendor” to pull out closest match(es)
Total
1668 VendorDT ]  rseectvendor
Unsorted Description: subcontract with UT
mm/ddlyy
THRU SUB RECP B TO I ]
PS Account : [53802 25,000
neo
Entered By:FT ] Purchase Agent Note:
10.000.00 ] [__T__] Value mustbe " or greater || D3te Entered: 23,2005
00000 ] [ Documont #: [ESTDOEZ ]
Reference #: [QREFNUM
~10,000.00 | [1731/2005] PO Num:
Ami___Enc.Dats
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Once the PO / Subcontract has been expended from
Peoplesoft

*  Enter the Expended Date & Expended Amt

<File Mising>
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Conclusion: Status Summary
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Budgeted  Expended Encumbered Outstanding  Balance Balance
oo *Salaries 0.00 0.00 0.00 0.00
e * Fringe Benefits 0.00 0.00 0.00 0.00
“M&ao 0.00 0.00 0.00
found
3 * Travel 0.00 0.00 0.00 0.00
Tout Equipment 0.00 0.00 0.00
Participate Cost 0.00 0.00 0.00 0.00
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