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Encumbrance Query

and

View Document



 Define Encumbrance.

 Correctly set an Encumbrance Query by using the 
Index field.

 Interpret an Encumbrance Query accurately.

 Know when to use the Encumbrance query by looking 
at an example.

 Learn how to View Documents.

Lesson Objectives



Electronic Purchase Example

Step 1- Requisition entered and approved within Department (R010xxxx)
Reservations column/account code detail below

Step 2- Requisition converted to Purchase Order (P010xxxx)
(moves amount to Encumbrances Column- next slide)

Name of submitter

Reservations Column



Electronic Purchase Example

Encumbrance Rolls are POs carried forward from a previous fiscal year (REH21001)
(The way to research these commitments is to use the Encumbrance Query)

Step 2 - When you do any budget query, to see the Encumbrances on an Org, 
you can click on the blue hyperlink amount in the Encumbrance column.

Encumbrance column/account code detail below

Encumbrance Column



Encumbrance Query

Use the Encumbrance Query 
to find Purchase Orders 
(open or closed) for a 
specific Organization Code.

Enter Org No. Here!



Encumbrance Query

The ‘Open’ Encumbrance Query displays all Purchase Orders 
that have not been completely ‘Liquidated (paid)’ (last 
column).  You can also drill down into the individual PO’s if 
needed. 

You may also opt to see ‘All’ or even ‘Closed’ 
Encumbrances on a given Org within the Query.

Payments

You can now 
download this 
query to an Excel 
document!



Encumbrance Query

Org Title and #

Chart/Fund/Org/Acct/Program Code

Purchasing Agent



View Document

Click the View Document 
block to begin.



View Document

Click the View Document Icon



View Document

1) Select 
the 
Document 
Type from 
the 
Dropdown 
list

2) Enter the 
Document 
Number in 
‘Document 
Search’ area. 

3) Click View 
Document



View Document/Approvals

Chart/Fund/Org/Acct/Program Code

Approvals & 
Related 
Documents

View Document



View Document-Lookup
Select the blue 
magnifying glass 
to access the 
Look Up screen.



View Document-Lookup

▪ You can select Execute Query 
to look up all or select 
purchase orders (or any 
document type) for this user.

▪ You can also search by 
Activity Date, Transaction 
Date, Vendor ID, or Buyer 
Code.

▪ You can search All Approved 
or Unapproved documents as 
well as All Completed or 
Uncompleted documents.

User ID



Questions?

Contact us!

Website:  Finance Self Service Help

Ext. 5217 or Ext. 2242

https://www.uah.edu/budget/self-service-help

