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 Liquidating/Closing Purchase Order Encumbrances - FPAEOCD
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“Oh what a relief it is!”


FPAEOCD – Encumbrance Open/Close Form:
This form is designed for the closing of purchase orders and/or their related encumbrance amounts.  This process will change the purchase order and/or its encumbrances’ status from O-Open to C-Closed and will post a negative encumbrance amount bringing the purchase order and/or commodity records’ balances to zero.  (Use of this form will not affect any other related system entries such as Fixed Asset records.)
Note: FPAEOCD cannot be used to close a purchase order that:

1) has incomplete invoices outstanding against it -OR-

2) has one or more of its accounting lines already closed with a “T” in the Action field on FGIENCD.
**Instead of FPAEOCD, a “Liquidating Journal Voucher” should be used to “partially liquidate” a purchase order or anytime FPAEOCD cannot otherwise be used to close an encumbrance.
Type FPAEOCD in the Go To box on a Banner Menu page, and press [Enter].  You can also access FPAEOCD from the Options menu on the FGIENCD form.
Document Number: Type NEXT to create a new record.     [Next Block]
Close PO Document or Commodity defaults.  Leave as is.  
Document Transaction Date: Type in current date -- unless this transaction needs to post to a previous open
 accounting period.      [Next Block]
(A document number beginning with an asterisk “*” will be assigned at this point.)

Purchase Order Number: Type the number of the Purchase Order to be closed.     [Enter]
Close All Items:  Check if you want all items to be closed.  Otherwise leave blank.

Change Accounting: Check to close or adjust accounting.     [Next Block]
Commodity Information block: a Status of “O” indicates which commodities are open.  Verify that the items you want to close have checked boxes in the Close column.  If not, check the appropriate ones.   [Next Block]
Accounting Information block:  enter the amount (must be positive) to adjust the encumbrance for each accounting line in the Adjust Encumbrance By column.  Enter the full amount of the Current Balance to close an accounting line.  If the Current Balance is already zero, enter “0.00” to close the accounting line.  

Select Complete from the OPTIONS in the top toolbar to process the document.  This document will post the next time the posting process runs (currently every 10 minutes).

Access the FGIENCD form and type in a purchase order number to: 
1) verify the open/closed status and outstanding encumbrance balances of a purchase order, OR 

2) verify an FPAEOCD document adjusted/closed the purchase order and its encumbrances.
FPIEOCL is an online list of all documents processed on FPAEOCD and their associated purchase orders.

FZROPPO is a report that lists open purchase orders for a given index (or index range) or for a given 


organization (or organization range).  
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