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PO and Encumbrance Change Request System

The goal of the new online PO and Encumbrance Change Request System is to minimize the manual
process by allowing the campus users to request Purchase Order and Encumbrance close, FOAP
addition, amount modifications and Purchase Order re-openings.

The PO and Encumbrance Change Request System is available from the WebRaider portal, HSC El Paso
Finance tab, in the Purchasing Services channel
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Reports that will help you manage departmental POs and General Encumbrances are available in the
Cognos at the following path: Public Folders > HSC El Paso Finance > Encumbrances, Invoices and
Checks. Please review these reports on a regular basis. The reports are:

e Encumbrance Detail — Enter an encumbrance number (PO...or El...) to see item and sequence
detail of any encumbrance open or close for any fiscal period.

e General Encumbrance Crosswalk - Enter a TechBuy PO number for prior to 2015, encumbrance
number in the “Doc Ref No:” field and the report will provide the associated Banner EH
encumbrance number or enter the Banner EH encumbrance number in the “Encumbrance No:”
field and the report will provide the associated TechBuy encumbrance number. This report
provides general information about the encumbrance with a drill down to the item and
sequence detail.

e Open Encumbrances Outstanding — Select any combination of parameters and run this report to
see all open POs and General Encumbrances that meet the parameters entered. This is a good
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report to see all open encumbrances for your department or a particular fund and provides
encumbrance item and sequence detail information

e Encumbrances Closed — Select any combination of parameters and run this report to see all
closed POs and General Encumbrances that meet the parameters entered. This report provides
encumbrance item and sequence detail information.

The following table outlines the options available for both a Purchase Order (PO) and a General
Encumbrance (El):

Close All Close Specific Modify Add FOAP Reopen
Items Item/Sequence
PO Yes Yes Yes No No — user must contact

Purchasing Department at
PurchasingElp@ttuhsc.edu

EH Yes Yes Yes No No — Banner will not allow
re-opening of a General
Encumbrance

*** Keep in mind that the PO and General Encumbrance information you see in the application is as of
close of business yesterday. Because this information is updated nightly, you can submit only one PO
or Encumbrance Change Request per day for a PO or General Encumbrance.
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Process Outline:

To begin the PO or Encumbrance change request, select “Request Change Order” from the menu on the
left side of the PO and Encumbrance Change Request application webpage.
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Enter the PO number (PO...) or General Encumbrance Number (El...) and click “View”.
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Closing the lines:

Enter an explanation in the Notes section below the request date. Check the lines that you want to close
and for the PO / Enc line and click on the Submit Request. The “closed lines” will be highlighted in red.

PO and Encumbrance Change Request

POENCH : POA0SE0T

Buyer. Juan Frias
Rircuirsdar RTI387280
RequestDate:  D@RAG016

Motez

POECD B, Dabe: A5
POEnch Last Activity: 107

08 PM Vendor: Xerax Corporason Status: Gpen
551726 AM  Vendor RMumber: R10000954

COA | Fund

—
—

Submil Requast

Note: To “Close” an individual line, it is not necessary or possible to modify the line item to a zero
dollar amount.

Review to make sure that you selected the item / line that you meant to select and click “Submit”. To
view the request or print a copy, click on the hyperlink with the PO Number.

NOTE: The Request 10 15 assigned as the document reference number whan approved and upisading 1o banner,
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Add a FOAP / FOAPs:

Currently adding a new FOAP through the PO/Encumbrance System is not supported. To add a new
FOAP line or lines to a PO or General Encumbrance please contact Purchasing Department
at PurchasingElp@ttuhsc.edu
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Increase / Decrease:
To increase or decrease lines / items on a PO or General Encumbrance select “Request Change Order”

from the menu on the left side of the webpage. Enter the PO or General Encumbrance number and click

“View”.

Enter the new amount in the “Proposed Amt” field that you wish to increase or decrease the PO or

Encumbrance line. The system will automatically recognize whether it’s an increase or decrease and will

mark the new amount with a “green up” or “red down” arrow respectively. Enter an explanation in the

“Notes” box, then click “Submit Request”
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PO and Encumbrance C hanae Request

— PO/Enchb :

Buyer

Requestor

Request Date:

Notes:

PO/Ench Est. Date: 5/20/2015 9:44:09 AM

Juan Frias

R11267280

02/25/2018

Vendor: Xerox Corporation

PO/Ench Last Activity: 2/21/2016 5:17:01 AM  Vendor RHumber: R10000954

Status: Gpen

S 2 e B T g
3855 CPC BW-Encumbered B/W volume 133015 534002 740851 $3.212.00 $0.00 (521.83) $3,190.17 20
v
D o 1 1 3655X 48-2015-WC2E55X, E 132015 534002 740851 10 $580.03 $0.00 ($52.73) $527.30 &ﬁ
A
D [«] 2 1 3655 STNDSTOR2-48-2015-2855 Stand E 133015 534002 740851 10 $58.30 $116.38 (85.30) $185.38
D o 5 1 ~Oversges E 132015 534002 7406851 10 $50.00 $0.00 $0.00 $50.00
D [«] 3 1 36855 DRCINST-48-2015-Direct Install E 133015 534002 740851 10 $2079 $0.00 (51.89) 51850
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Re-Open a PO Item /Items:

To request a reopening of a PO or PO Lines, please contact Purchasing Department
at PurchasingElp@ttuhsc.edu
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Dashboard:

The dashboard is designed to give you the summary of the requests created by you. To access your
dashboard, select the “Dashboard” from the menu on the left side of the webpage.

You will see the POs change requests “Submitted” by you, “Returned” to you, “Approved” POs
submitted by you and “Deleted” POs submitted/created by you.

To inquire more details about each of these POs, click on the Request ID or PO_Number.
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Request Change Order
Approve Change Order

Repons
Submitted
Admin
Help Request Request Doc | yondor | Vendor Complete  Original Current Current  Outstanding

R IND Buyer

1
L3St Transaction | Established
CLSN B scURtHL | AG v [} Date e | oNumber | Name | YP® | Status Amount  Adjustments Liguidations  Amouni

VERSION 2.0 - 0212312018 Date Number

Summus Del 04114721 4 | 5 |¥ 531261666 | 50.00 (8312252.12) | 526454

| Kirlin
Xerox 5 | o201 5 0 P Open Y 5382112 | 5000 50.00 [ s3g2112 Juan
Corporation | Corporation | Frias

Returned

Last
Request | Request L To. Transaction Established
et PO_Number Description Activity e bt kb

- Date
Date i Number

Doc
Ref

Vendor  Vendor L. o Complete Original  Current Current  Outstanding o
b IND  Amount Adjustments Liquidations  Amount 4

Approved

Last Doc
Transaction Established
PO_Number Description Activity Dats s Ref | o umber | Name

Request | Request
: Date Number

Vendor  Vendor Complete Original  Current Current  Outstanding
Date IND

Eie g EERne Amount Adjustments | Liquidations  Amount | CUYeT

Deleted

Last ) Doc - "
Request | Request 3L | transaction  Established Vendor  Vendor Complete Original  Current Current  Outstanding
PO_Number D t tiviy Ref Type  Stat B

_Number | Description ‘“;;:;V Date Date | Rl RNumber Name TYP® SIS oy Amount Adjustments Liguidations  Amount R

Date v}
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Reports:

The “Reports” menu allows the user to search and export the list of the POs meeting the search criteria.
Enter the desired parameter(s) for the results you want to search for and click “Search” to view a list of

the Change Requests.

AS TECH UNIVERSITY
ALTH SCIENCES CENTER.

L Fimance & Adminisiration

PO ENCUMBRANGE

PO and Encumbrance Search
[Enber search criteria(s) and chck saaech.

Reguest ix
PO Humber: LT IE ]

Description:

Last Activity Date: from o
Transacuon Date; from

Estabishod Date: from "
Doc Hiet Humber:
Vengor RsmDer:
Vendor Name:
Encumbrance Status:
Encumbrance Type:
‘Complete INCD
Oviginal Amsount:
Current Adpstments:
Current Liquidations:
Owtstanding Amount:
Buyer rNumber:
Modified Dute:

Sewch| [ Export Search |

By selecting “Export Search” instead of the “search” you will have the list of POs meeting your search
criteria in pdf format.
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Click on the Request ID or PO_Number in red to view the Change Request details.
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PO and Encumbrance Search

Entar search criterials) and dick search

RequestID:

PO Numbar: PO40B603

Description:

Last Actity Dste: fron ®
Transaction Date: wom ®
Culablisbed Date: hrom ®
Doc Ref Humibar:

‘endor Rtismber:

‘Vendor Mame:

Lncumbrance Status:

Tacumbranes Type:

Comgaate IND:

Orginal Amant:

Current Adprstments:

Current Liquidations:

Outstassing Amount:

Buyer tumber:

Modified Date:

Search | | Expon Search

criptics Current | Outstanding

S Liguidations |  Am
Corpsranon Frias
1600070 o R Juan
Corporaton s Frias
1600015 | ¢ Aaron 105305015 | 0EAGEN1S 10000954 | Xeeo P |open [¥ 5307117 | 5000 (363003 Juan
Corpersion Caaporation Fring

You can view or print the request in a pdf format by clicking on the “PONumber” link in red below the

PO and Encumbrance Details.

PO and Encumbrance Details

r~ POEnch : PO40BED3-1

POENCH EsL Dati O 0 Vendor: Xeron Corporaion St o
POEnch Last Activity: 10 5 Buyer: Juan Frias Doc Rel Mum:

Requested By: Annetie Hinojos  Requested Datec 12063015 Modified Date: 12142015

Routing Status: A Assigned Too Judn Frias

Rouling Hestory:

Uploaded bo gabewsy

Juan Frias Approved

For additional information please contact PurchasingElp@ttuhsc.edu
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