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MCPS Purchase Order Encumbrance Report 

MCPS Purchase Order Encumbrance Report 

The MCPS Purchase Order Encumbrance Report displays the status and active 

encumbrance remaining on purchase orders (PO) either directly specified or that fall 

within a specified encumbered period of time.  Two versions of this report are available.  

One version, called Detail by PO Line, shows details about the status and encumbered 

balance remaining on each line item included in each PO, within the encumbered period 

parameter used to generate the report.   The second version, called Summary by PO, 

shows a summary of the status and encumbered balance remaining on POs, without 

providing details about which line items specifically in the POs are contributing to the 

overall status and encumbered balance remaining on the POs. 

 To run the MCPS Purchase Order Encumbrance Report: 

1. Log on to the FMS and navigate to the E-business Suite home page. 

2. In the Navigator region, click the MCPS Disco Viewer link. 

 

MCPS Disco Viewer link 

3. The MCPS Disco Viewer menu will display in the column to the right. Click the 

Discoverer Viewer link. The Discoverer Viewer will open in a new window. 

 

Discoverer Viewer link 

4. In the list of worksheets, find the MCPS Purchase Order Encumbrance Report 

name.  

5. Click the blue arrow to the left to expand the list of available report links. Click on 

the link that will generate the type of report desired.  
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MCPS Purchase Order Encumbrance Report links 

6. Each report type will use different information fields to generate the report.  To run a 

report, enter the requested information into the fields shown and click the Go button. 

¶ Detail By PO Line- This report type will display the status and encumbered 

balance remaining on all PO line items as determined by the specific PO # 

entered into the PO Number parameter field, or by the timeframe (ex: SEP-09) 

entered into the Encumbered Period parameter field .  Enter in either a specific 

requisition number, purchase order number or an encumbered period you wish to 

view a report for, in the appropriate field, along with account segment 

information.  Then click the Go button. 

 

MCPS Purchase Order Encumbrance - Detail by PO Line parameters 

¶ Summary By PO- This report type will display the status and encumbered balance 

remaining as a total for each PO that has been created thus far for the entire fiscal 

year.  Enter in all account segment information into the appropriate parameter 

fields.  Then click the Go button. 



3 

 

 

MCPS Purchase Order Encumbrance - Summary by PO parameters 

7. The Query Progress window will display while the report is running. 

 

Query Progress window 

NOTE: If the report is going to take longer than one minute, you will be asked if 

you want to continue to run the report.  Click Yes. 

8. The MCPS Purchase Order Encumbrance Report will display.  
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MCPS Purchase Order Encumbrance Report ï Detail by Line PO 

The following table explains the meaning of information displayed in each column of the 

MCPS Purchase Order Encumbrance ï Detail by PO Line report. 

Column Name Description 

Encumbered period The period (month) that was specified in the report parameter to 

generate the report. 

Buyer name The name of the MCPS employee that works in the 

Procurement Department that processed the requisition and 

assigned it a Purchase Order (PO) number. 

PO num The number assigned by a MCPS Procurement Buyer to an 

external requisition. 

Requisition num The number assigned to a requisition during its creation in 

iProcurement. 

Line Num The number assigned to an item when more than one item has 

been ordered in the same requisition. 

Release Num The numbers assigned to the end of a purchase order that is 

specific to your school or departmentôs portion of the blanket 

release purchase order. 

Vendor Name The name of the supplier for external items. 

Vendor Number The unique number assigned to a vendor. 

Item The description name of the item ordered in a requisition. 

Encumbered Amt The original amount encumbered for each PO line item, before 

any adjustments have been made. 

Active Encumbered 

Amt 

The amount of money left to pay on each PO line item after any 

adjustments have been applied or partial payments have been 

made. 

Amount billed The amount of money billed to a school or department per line 

item based upon the number of items ordered, delivered and/or 
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cancelled from the original PO. 

Original Amount The total original amount of money per line item prior to any 

adjustments made to a PO. 

Amount Cancelled The number of line items cancelled from a PO. 

Quantity Ordered The number of each line item ordered in a PO. 

Quantity Delivered The number of each line item delivered to the Deliver-to-

Location specified in iProcurement Checkout. 

Quantity Cancelled The number of each line item cancelled from the original PO. 

Fund The 2-digit number that represents the fund segment of the 

account strand. 

Department The 5-digit number that represents a schoolôs or departmentôs 

assigned number. 

School The 3-digit number assigned to a school. 

Category The 2-digit number assigned to represent the category segment 

of the account strand. 

Account The 6-digit number assigned to represent a unique type of 

account in the account strand. 

Grant The 4-digit number assigned to represent a unique type of grant 

in the account strand. 

Program The  4-digit number assigned to represent a unique type of 

program in the account strand. 

Activity The 4-digit number assigned to represent a unique grade level 

or department in a school within the account strand. 

Po Type The type of purchase order.  Ex: standard, blank release 

Approval status State of the PO being approved for purchase. 

Closure status State of the PO being closed or remaining open due to payment 

not yet complete. 

Requestor Name of the person that created the requisition for each PO line 

item in iProcurement. 
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MCPS Purchase Order Encumbrance ï Summary by PO report 

The following table explains the meaning of information displayed in each column of the 

MCPS Purchase Order Encumbrance ï Summary by PO report. 

Column Name Description 

Fund The 2-digit number that represents the fund segment of the 

account strand. 

Dept The 5-digit number that represents a schoolôs or 

departmentôs assigned number. 

School The 3-digit number assigned to a school. 

Cat The 2-digit number assigned to represent the category 

segment of the account strand. 

Account The 6-digit number assigned to represent a unique type of 

account in the account strand. 

Grant The 4-digit number assigned to represent a unique type of 

grant in the account strand. 

Activity The 4-digit number assigned to represent a unique grade 

level or department in a school within the account strand. 

Document Number The PO number, requisition number or journal entry 

number. 

Encumbrances The total original encumbered amount for the document 

number. 

Payment Adjustments Changes made to the original document number 

encumbrance amount due to changes in item unit pricing, 

shipping and handling charges, items being cancelled or 

being out of stock/print, etcé 

Outstanding Encumbrances The amount of money left to pay on a document number 

after any adjustments have been applied or partial 

payments have been made. 
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 To interpret PO status in the MCPS Purchase Order Encumbrance report: 

1. On line 56 below, Document Number 8037051 was originally encumbered for $39.9.  

This document numberôs encumbrance amount has not been adjusted or paid off at 

all, as indicated by the value of 0 in the Payments Adjustments column.  There the 

amount of $39.9 remains active in the Outstanding Encumbrances column.  This 

document number likely still needs to be received in iProcurement to inform the 

Accounts Payable department to pay the vendor this outstanding encumbrance 

balance.  Once payment has been issued to the vendor, this document number will 

move on in the procurement cycle to become an actual which can be tracked in one 

of the MCPS Statement of Transaction reports. 

2. On line 57 below, Document Number 8040176 was originally encumbered for 

$1,746.00.  This document numberôs encumbrance amount has been adjusted by, or 

paid off up to $1,597.00, as indicated in the Payments Adjustments column.  So the 

net difference between the Encumbrances and Payments Adjustments columns is 

$149.00, as shown in the Outstanding Encumbrances column.  This means $149.00 is 

left remaining to pay off  this document numberôs encumbrance completely. 

 

MCPS Purchase Order Encumbrance report  

 To Save and/or Print a MCPS Purchase Order Encumbrance Report: 

1. Run the MCPS Purchase Order Encumbrance Report. 

2. In the Actions region on the left side of the page, click the Printable Page link. 



8 

 

 

Actions region 

3. The Printable Page Options form will display. 

 

Printable pages options form 

4. Click the Printable PDF button in the upper right hand corner. 

5. The PDF file will generate and the PDF Ready window will display. 

 

PDF ready window 

6. Click the Click to view or save link to open the PDF file. 

7. The PDF file will open and you can choose to save or print the document. 

 How to Export the MCPS Purchase Order Encumbrance Report 

1. Run the MCPS Purchase Order Encumbrance Report. 

2. In the Actions region on the left side of the page, click the Export  link. 
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Actions region 

 

3. The Choose Export Type form will display. 

 

4. Choose Microsoft Excel Workbook from the drop-down list. 

 

Export type drop down list 

5. Click the Export  button in the upper right hand corner. 

6. The Export Ready page will display. Click the Click to view or save button. 

 

Export ready page 
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7. The File Download window will display. Click the Save button and save the file to a 

desired location. 

 

File download window 

8. Open up Micro soft Excel from your programs menu on your computer. 

9. Click Tools on the toolbar at the top of the screen. Select Macro from the drop down 

list. The Macro menu will display to the right. Select Security from the menu on the 

right. 

 

Tools drop down menu 

10. A Security form will display. Select Medium.  
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Security Form 

11. Click the OK button.  

NOTE: Adjusting the macro security setting to medium is a procedure that only 

needs to be performed once in the Excel application. So the next time a report from 

the FMS is exported into an Excel file the macro settings will be remembered and not 

need to be changed. 

12. From the Excel tool bar choose File and then Open from the drop down list. 

13. Navigate to where the file is saved and open it. 


