Review Encumbrances

To ensure that departments are reporting accurate information during Year End Closeout procedures, it is
important to follow the steps below to properly eliminate encumbrances that are no longer needed.
Departments should do this on a monthly basis.

1. Goto Open Commitments screenin Canopy (or screen 21 in FAMIS) and enter each account that you
are responsible for reconciling. Using Canopy, you can sort by the date of the encumbrance and that
makes it easier to determine what needs your attention resolving.

2. Check each document with an open encumbrance to ensure that it is a legitimate expense.

3. To review your documents in AggieBuy, you will use the FAMIS Ref # to find the corresponding
AggieBuy # (AB#) via screen 295 in FAMIS.

For this example, let us look at FAMIS Ref # 77215A. To review in AggieBuy, we need to determine the
AB#. Once in AggieBuy, we see that the receiving has been done but no invoice has arrived. At that
point, the department needsto reach out to the vendor, obtain an invoice and follow the typical
process to have invoice created in AggieBuy.

Figure 1. Viewing Open Commitments in Canopy
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Account: 205637 FISCAL OFFICE Dept: FISC Fiscal Office Freeze: No SRS: No
Responsible Person: Hinton, Andy B Sub-Dept: Delete: No
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Account Description Original Adjusted Liquidated Current
205637-00000 4014 07/25/2019 796940A 1092323 TEJAS OFFICE PRODUCTS INC §37.22 $0.00 $0.00 $37.22
205637-00000 6339 07/25/2019 796940A 1092323 TEJAS OFFICE PRODUCTS INC $25.28 $0.00 $0.00 $25.28
205637-00000 4010 07/24/2019 796465A 0986228 TEJAS OFFICE PRODUCTS INC $13.96 $0.00 $0.00 $13.96
205637-00000 5536 07/09/2019 792503A 0330831 MPULSE HEALTHCARE & TECHNOLOGY LLC $247.69 $0.00 $0.00 $247.69
205637-00000 5787 07/09/2019 792503A 0330831 MPULSE HEALTHCARE & TECHNOLOGY LLC §1,144.36 $0.00 $0.00 $1,144.36
205637-00000 5760 07/09/2019 792503A 0330831 MPULSE HEALTHCARE & TECHNOLOGY LLC $263.45 $0.00 $0.00 $263.45
205637-00000 5760 07/02/2019 7912457 0147111 ABACUS COMPUTERS INC $558.35 $0.00 $0.00 $558.35
205637-00000 5761 04/14/2019 772125 6839971 PCMG INC £85.00 $0.00 $0.00 $85.00
205637-00000 5825 09/01/2018 717513A 7638231 UBEO OF EAST TEXAS INC $660.00 $0.00 $605.00 $55.00
205637-00000 5825 09/01/2018 647022A 1452623 UBEO OF EAST TEXAS INC $600.00 $0.00 $550.00 $50.00
205637-00000 5825 09/01/2018 648053A 1920929 UBEO OF EAST TEXAS INC §5,820.00 $0.00 $4,850.00 $970.00
205637-00000 5825 09/01/2018 649921A 2379787 UBEO OF EAST TEXAS INC $450.00 $150.00 $550.00 $50.00

Grand Total: $9,005.31 $150.00 $6,555.00 $3,500.31
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4.

Please remember, departments should be reconciling each account they are responsible for on a monthly
basis. Using the steps above, departments should be able to clear up any encumbrances that do not need

Figure 2. Viewing Open Commitments in FAMIS
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If you determine that the encumbrance is no longer needed, example: the document was cancelled or
short paid or ended up paid on a payment card instead of AggieBuy, you must take some action to
have the encumbrance released. Email TEESAGGIEBUYHELP @tamu.edu asking that the “amount of

to carry forward to the nextfiscal year.

the encumbrance” be released for AggieBuy document # and stating the release reason.
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