[bookmark: _GoBack]How to audit encumbrances.
Please audit encumbrances at regular intervals.  This will reduce the amount of duplicate or over budgeted encumbrances to free up funds in your budget.
NOTE: If at any time you do not see the desired option contact the help desk to request access.
Step 1 – Enter ULink and select the “Budget & Finance” Tab.  

Step 2 – Under “Financial Resources” Select “Budget Query”

Step 3 – Select the type of query from the drop down menu.  To be able to drill into encumbrance details you must select “Budget Status by Account”.  (Quick Query will not allow you to view details.)



Step 4 – Select the columns you wish your search to have.  To view encumbrances you will need to select (at minimum) the following:  Year to Date, Encumbrances, Reservations, and Commitments.  We recommend that Available Balance is also selected.

Step 5 – Enter FOAPAL detail.  The “Chart of Accounts” will ALWAYS be 1.  The query detail will retain the information from the last selection you made.  Verify that the Fund and Organization are correct.  You may need to remove information for a broader query (ex: remove the Account number from a prior query to view all accounts under that Fund/Org.)

Step 6 – View and drill into the query results.  Select each Encumbrance and Reservation that is RED to view documents.  Verify that the listed documents are correct and should still be open. 

Step 7 – To close requisitions and/or purchase orders complete the Purchase Order Change Form and submit to Purchasing as soon as possible.  To close travel, special meal or invited guests encumbrances, email Kassie Clark at kxs2315@louisiana.edu and provide the encumbrance number/Travel Request Number and the amount that needs to be cleared/cancelled. All Reimbursements must be submitted to Purchasing within 30 days following travel.
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[Chart of Accounts[1 University of Louisiana, Lafayette|Commitment Type]All A D docammants et
IFund 1000 Operating Fund [Program [
lOrganization _|6116 Faculty & Staff Recruiting __|Activity |
[Account [all [Location Jan]
Query Results
Account | Account Title FY17/PD14 Year to Date | FY17/PD14 Encumbrances | FY17/PD14 Reservations | FY17/PD14 Commitments | FY17/PD14 Available Balance
728000 [Travel (Budget Only) 0.0 0.00) 0.00) 0.00) 22,072.00)
730100 |Advertising 10,707.15| 0.00) 3,000.00) 3,000.00] (13,707.15)
730110 |Printing 440,01 0.00) 0.00) 0.00) (440.00)|
730400 |Rentals 2,009.00) 0.00) 0.00) 0.00] (2,009.00)
730700 |Utilities-Gas 0.0 0.00) 0.00) 0.00] 0.00)
730910 [Other Operating Services 0.00 0.00) 0.00) 0.00] 0.00)
73B000_|Operating Services (Budget Only) 0.0 0.00| 0.00) 0.00) 35,5686.00)
740180 _|Other Operating Supplies 500.00) 0.00) 0.00) (500.00)|
74B000_[Supplies (Budget Only) 0.00 0.00 0.00 1,860.00
750130 |Legal 42,241.00) 3,879.02) 60,000.00) 63,879.02) (106,120.02)
750180 _|Other Professional Services 49,500.00) 0.00) 0.00] 0.00) (49,500.00)]
75B000_|professional Services (Budget Only) 0.00] 0.00] 0.00) 357.00]
760180 |[Interviewees-Meals 208.81 1,475.35| 0ff0) 1,475.35 (1,684.16)
760185 |Interviewees-Other Expense 15,483 65| 33,455.36) 0) 33,455_36) (48,939.01)
760700 [Special Meal-Recruiting Function 3,660.26 20,614 34] 0] 20,614.34] (24,274.60)
Report Total (of all records) 124,749.87] 59,424.07] 63,000800) 122,424.07| (187,289.94) -
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All red text is selectable.
Click on the Reservation or Encumbrance
you wish to audit.




