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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. Inthe Navigator region, click the MCPS Disco Viewerlink.
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3. The MCPS Disco Viewer menu will display in the column to the right. Click the
Discoverer Viewerlink. The Discoverer Viewer will open in a new window.
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4. Inthe 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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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.

91 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.
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MCPS Purchase Order Encumbrance - Detail by PO Line parameters

1 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.
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MCPS Purchase Order Encumbrance - Summary by PO parameters

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

ORACLE" Discoverer Viewer
Business Intelligence

Sheet 1

Query Progress

@ Executing query

Estimated Time Unknown
Elapsed Time 00:00:04

(Cancel ) ( Refresh |

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.



> Encumbered > Buyername »Ponum ™ Requisition >Line ™ Release *Yendor name >Vendor > item > Encumbered ™ Active  »Amount billed > Original Amount > Amount Cancelled
period num Num Num number Antt Encumbered
Amt
SEP-10 e 8093014 139205 " NULL  Lakeshore Learning Materials 204697  Shape Sorting Center $16.10 $0.00 $16.10 $16.10 $0.00
- 3093014 139205 9 NULL  Lakeshore Learning Materials 204697  Scoop-A-Bug Sorting Kit $28.45 $0.00 $28.45 $28.45 $0.00
= by 8093014 139205 5 NULL  Lakeshore Learning Materials 204697  Building Language 3-D Lotio $33.20 $0.00 $33.20 $33.20 $0.00
3093014 139205 6 NULL  Lakeshore Learning Materials 204697  Feed-The-Dog Game $18.95 $0.00 $18.95 $18.95 $0.00
= i 8093014 139205 10 NULL  Lakeshore Learning Materials 204697 Seasons Game $28.45 $0.00 $28.45 $28.45 $0.00
- 8093014 139205 3 NULL  Lakeshore Learning Materials 204697  All About Math Photo Library $37.95 $0.00 $37.95 $37.95 $0.00
res by 8093014 139205 2 NULL  Lakeshore Leaming Materials 204697  3-Scene Sequencing Cards $1234 $0.00 $12.34 $12.34 $0.00
- 8093014 139205 7 NULL  Lakeshore Learning Materials 204697  Geometric Shapes Tub $18.95 $0.00 $18.95 $18.95 $0.00
-y 8093014 139205 4 NULL  Lakeshore Learning Materials 204697  3-Minute Sand Timer $14.20 $0.00 $14.20 $14.20 $0.00
- 8093014 139205 8 NULL  Lakeshore Learning Materials 204697  Positional Words Photo Lotio $9.49 $0.00 $9.49 $9.49 $0.00
e by 8093014 139205 12 NULL  Lakeshore Learning Materials 204697  Story Wands $21.80 $0.00 $21.80 $21.80 $0.00
- 8093014 139205 4 NULL  Lakeshore Learning Materials 204697  Block Play Trafic Signs $23.70 $0.00 $23.70 $2370 $0.00
Sum: $263.5¢  Sum: $0.00
Sum: $263.5¢  Sum: $0.00

MCPS Purchase Order Encumbrance Report i Detail by Line PO

The following table explains the meaning of information displayed in each column of the
MCPS Purchase Order Encumbrance i 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
specifict o your school or depar
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




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 schoold sr departmenté
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. EXx: 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 1 Summary by PO report

The following table explains the meaning of information displayed in each column of the
MCPS Purchase Order Encumbrance i Summary by PO report.

Column Name

Description

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

Dept The5-di git number that repr
departmentds assigned nur

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,

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.




P 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 number 6s encumbr aoffate amount I
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. Thi s docume nhasbeeruadjustedbydos e nc umbr &
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
l eft remaining to pay off this document nu
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1 10/18/2009 02.29.48 PM Purchase Order Encumbrance Summary Report
2
3  Encumbrance Type: Obligation
4
Fund | Dept | School | Cat | Account | Grant | Activity D:lu“:l;eel:l Encumbrances “:::::::?“ E:::::r:;:i
3

46 8032658 253 253 0

47 8032985 235.9 235.9 0

s} 8033224 1383.5 1383.5 [

49 8033226 5151.6 5151.6 0

50 8033414 403.46 403.46 0

51 5033527 515.2 515.2 0

52 8033917 183.56 183.56 0

53 2034084 58.86 68,56 0

54 8035133 137.7) 137.7 0

53 8037047 34 34 0

56 8037051 39.9 0 39.9

57 BOA0176 1746 1557 149

58 8045315 39.75 39.75 0

MCPS Purchase Order Encumbrance report

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

1.
2,

Run the MCPS Purchase Order Encumbrance Report.
In the Actions region on the left side of the page, click the Printable Pagelink.



Actions

FHerun guery
Save as

Fevert to saved

Printable page

Export
Send as email

Wirksheet options

Actions region
3. The Printable Page Optionsform will display.

ORACLE" Discoverer Viewer
Business Intelligence Preferences Ext Help

Connect > Workbooks = Schoal Activity Balances - Sheet1 =
Printable Page Options

Set the options to generate a printable Portable Document Format (PDF) document of your warkshest Cancel | | Prewview sample ) | Brintable PDF )
Content Page Setup

General Options
Show title & On the first page
© Never
Data & Print all rows and columns
© Print only the rows and columns that are displayed in the crosstab or table

¥ Print Header
I Print Foater

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.

ORACLE Discoverer Viewer
Business Intelligence

Connect = Workbooks > School Activity Balances - Sheet1 >
PDF Ready

The complete PDF docurment has been generated. Please click the link below to view or save it.

@ Click to wiew or save

Eeturn to worksheet

Preferences | Exit | Help
Copyright (2000, 2005 Oracle Corporation. Al rights reserved
Abaut OracleBl Discoverer Yiewer Version 10.1.2.50.05
Cracle Technolooy Metwork

PDF ready window
6. Click the Click to view or savelink 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. Inthe Actions region on the left side of the page, click the Export link.



Actions

FHerun guery
Save as

Fevert to saved

Printable page

Export
Send as email

Wirksheet options
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3. The Choose Export Type form will display.

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

ORACLE Discoverer Viewer
Business Intelligence

Connect = Workhooks = School Activity Balances -
Choose export type
Use the drop-down list to specify the export file for

Microsoft Excel Workbook (% xls) j
Formatted Text (Space delimited) (* prn) -
GIF Irage (*.qif)

H

per-

Iy o hi
Oracle Reports XML (% xml)
PMG Image (. png)
Fortable Document Farmat (POF) (*. pdf)
SYLK (Symbolic Link) (*.slk)

Text (Tab delimited) {.txt)

Web Query for Microsoft Excel 2000+ ("igy)
WS (Lotus 1-2-3) ("wks)

4]

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 savebutton.

ORACLE" Discoverer Viewer
Business Intelligence

Connect > Workhooks = School Activity Balances - Sheet] =
Export Ready

The export you requested is ready. Please click the button below to open the exported document to view or save it.

[ Click to view or sawve |
Return to wotksheet

Preferences | Exit | Help

Copyright (2)2000, 2005 Oracle Corporation. Al rights reserved.
About CracleBl Discoverer YWiewer Yersion 101 .2.50.05

Cracle Technolooy Metwork

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

desired location.

File Download =

Do you want to open or save this file?

@ j MName: Sheet 1.xls
L Type: Microsoft Excel Worksheet

From: cescentdbld4.mcpsmd.org

Open

Save

¥ Always ask before opening this type of file

Wwhile filez from the Internet can be useful, some files can potentially
harm your computer. If you do not trugt the source, do not open or
zave this file. What's the risk?

File download window

8. Open up Micro soft Excelfrom 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 | Data  Window

Help

Adobe PDF

? Speling. ..
;1 Research...
‘é} Error Checking. ..

Speech

Share Workbook. ..

Track Changes

Protection

Online Collaboration
Goal Seek. ..
SCenarios. ..

Formula Auditing

Shared Workspace. .

F7
Ale+Click.

Arial 10 - B I 0

Macro

Add-Ins...

sl

Cuskormize. ..

Options...

AutoCorrect Options. .,

Macros... Alt+FS

Record Mew Macro, .,

Security...

2
L]

isual Basic Editor Ale+F11
Microsoft Script Editor — Alt+Shift+F11

Tools drop down menu

10. A Security form will display. Select Medium.
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1.

12,
13.

Security Level | Trusted Publishers I

£~ Yery High. Only macros installed in trusted locations wil be allowed
torun, All other signed and unsigned macros are disabled.

£~ High. Only signed macros From trusted sources will be allowed ko
run. Unsigned macros are automatically disabled,

" Mediurn, ¥ou can choose whether or nok ko run potentially unsafe
imacros,

" Low {not recommended). You are not protected From pokentially
unsafe macros, Use this setting only iF wou have virs scanning
software installed, or vou have checked the safety of all documents
0l OpEn.

[8]4 I Cancel

Security Form

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.

From the Excel tool bar choose File and then Open from the drop down list.
Navigate to where the file is saved and open it.
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