Buy/Pay Documents On-line Query Tools

Plymouth State College

Detail Encumbrance Activity Form (FGIENCD)
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This query form displays all original encumbrances (requisitions, purchase
orders and general encumbrances) and any transaction activity against the
encumbrance that has been posted to the ledgers.

« Enter the document number (flashlight searching is available)
e Perform “Next Block™” to view information

e Perform “Rollback” to do a new search



Buy/Pay Documents On-line Query Tools

Plymouth State College

An Example of a Basic Purchase Order
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Transaction Types and Descriptions by Document
(Rule Class Codes)

Requisition

REQP Requisition — Reservation

RCQP Cancel Requisition

Purchase Order

PORD Establish Purchase Order

CORD Establish Change Order

POLQ PO Liquidation

PCRD Cancel Purchase Order

Invoice

INEI Invoice with Encumbrance

ADEI Additional Charge on Invoice with Encumbrance




PO liquidation
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Example of a requisition entered and canceled
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Change orders and payments against a Blanket Order
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Change to Line #1:
Change from original amount (PORD) of $2,000 to zero (CORD)
PORD = Original Purchase Order

CORD = Change Purchase Order
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Payment of $60.00 against Line #2

INEI = Invoice
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Change order entered a new line for $3,000 on 1/16

Change order decreased the same line for $3,000 on 1/17
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No change order information on FOIDOCH
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