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Purpose: This Supplemental Job Aid provides the Accounting Office instructions on how to create an Encumbrance Only PO in FI$Cal. Purchase Orders are the only way to encumber funds in FI$Cal.

Title: Create an Encumbrance Only Purchase Order
In this example, a Purchase Order is created with a single line to encumber funds for an advance to a grantee. If multiple funding is being used, multiple lines will need to be created on the PO.
· This is the same process for encumbering other non-procurement expenses, such as rent and utilities.



Step 1: Create a Purchase Order.
Navigate to: Main Menu  Purchasing  Purchase Orders  Add/Update POs
[image: ]
Step 2: Click Add[image: ]
Step 3: Enter following Header information
· Select Vendor 
· Select Buyer if needed to be changed from defaulted value
· Select Acquisition Type = Encumbrance Only 
· Select Acquisition Method = Exempt by Policy - Other (buyer must indicate policy) - NON-COMPETITIVELY BID (this is the only Acquisition Method that should be used on Encumbrance Only POs per agreement with DGS. Indicate policy in Comments). 
· Select DGS Bill Code
[image: ][image: ]

Step 4: Enter following Line Information (Scroll down to enter Line Information)
· Description (In Free Form field, enter the description for Grants)
· PO Quantity = 1
· UOM = EA
· Category = 84121600 (Funds transfer and clearance and exchange services, this is the only Category to be used with Encumbrance Only POs per agreement with DGS)
· Price = Grants $ Amount
[image: ]




Step 5: Click on Attributes Tab and select Amount Only Flag
[image: ]

Step 6: Click on Receiving Tab and Select “Do Not” from Receiving Required Drop Down
[image: ]

Step 7: Enter Chartfields
· Click on the Details tab

· Click on Schedule Icon, highlighted in screen shot below
[image: ]




· Click on Distribution/Chartfields Icon, highlighted in screen shot below
[image: ]
· Enter the Chartfields for the purchase order that will be used to track and encumber the funds
[image: ]
Step 8: Click OK




Step 9: Click Return to Main Page
[image: ]
Step 10: Click Save
Step 11: Click Submit for Approval Icon, highlighted in screen shot below
[image: ] 




Step 12: Click Budget Check Icon, highlighted in screen shot below.
Note: Budget Check process will not run without submitting PO for approval (i.e., Step 11)
[image: ]

Step 13: Encumbrance Only PO has been created and will be routed for approvals. 

Important Reminder:
Upon full approval and valid budget check, click the Dispatch button located at the top right section of the Purchase Order page to run the dispatch process. The purchase order must be in Dispatch status in order to create vouchers against it.
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