
MCPS Purchase Order Encumbrance Report 

Log into FMS and the MCPS Disco Viewer responsibility. In the column to the right, click on the 

Discoverer Viewer Link: 

  

In the list of worksheets, find the MCPS Purchase Order Encumbrance Report. Click on the blue flag to 

expand the list. 

 

You can run the report by either Detail by PO Line or Summary By PO depending on what information 

you are looking for 

 

Depending upon which report was chosen, the list of parameters to be completed will show. Not all the 

parameters need to be completed for the report to run. In this example I just want to see the open 

encumbrance for the 503003 account for school 406. 

 

Hit the go button and the report will run. It may take a few minutes for the details to populate. When 

the report completes, you will need to scroll down past the parameters screen to see the details: 

 



 

Scroll over to the right so you can now view the information to see what is going on with the purchase 

order: 

 

The lines with an Active Encumbered Amount are the lines to be looked at first to clear up. You can also 

compare the Amount billed, The Quantity Ordered and Quantity Delivered to see if there might be an 

item listed as open that you know has been canceled. If this is the case then contact Procurement to 

have the item canceled off the purchase order. This will then put $ back into your account to spend on 

something that is available. If you see that you received an item but no billing has been done, then you 

can contact accounts payable email to see if we received an invoice for that item. Depending on the 

response, you may have to contact the supplier for the invoice. We work together to get the invoices 

paid and the supplies to continue to come. 

This is a brief instruction sheet. More detailed instructions on how to run this report can be found on 

the FMS website in the Financial Inquiry and Reporting user’s guide. 


