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What is the ENCUMB Ledger?
• The ENCUMB ledger is built nightly from the 

DETAIL_EN ledger in Commitment Control
• Used primarily for reporting purposes
• Meant to emulate the 7.5 functionality of a 

“beginning balance” for Encumbrance Liability 
(PS does not allow a “ledger close” in 
Commitment Control)



Balancing Encumbrances Changes
• Decision on ENCUMB Ledger 

– Elimination of the ENCUMB ledger was discussed during 
the Fit/Gap sessions, but the decision was made to keep it.

• Improvements to ENCUMB Ledger Build
– adding a step to the ledger build process to automatically 

delete cash encumbrances before building



Where does the data in the Encumb 
Ledger come from?

LEDGER_KK
where Ledger=

DETAIL_EN

Encumb Ledger Build process

Runs nightly or on demand to populate 
Encumb Ledger from Detail_EN in Ledger 

Is run annually to populate period 0 in 
DETAIL_EN in LEDGER_KK with beginning 
balance from Encumb Ledger.  

LEDGER
 where Ledger=

ENCUMB



Balancing Encumbrances
• Either run balancing queries and reports at night after 

batch processes have run or choose a previously closed 
period to balance through.

• If you zero personal services encumbrances every month, 
then do this after you run that process. Otherwise, you 
have to filter out the Personal Services accounts.

• Make sure you use the same “through” period on both the 
query and the report.



Balancing Encumbrances

BOR_KK_ENCUMB_AS_OF_PD



Balancing Encumbrances

• Download to Excel and click “save as” and give 
it a good title.  (I always put the period I’m 
balancing through in the title)

                Optional:  Name the worksheet “Pivot Data” or something similar



Balancing Encumbrances
BOR Menus > BOR Purchasing > BOR PO Reports > PO Open Enc 
as of Acctg Period



Balancing Encumbrances

You can run this report to CSV format if that’s your preference, but it’s 
not necessary.  The program will create a PDF and a text file that can be 
imported into Excel.



Balancing Encumbrances

      

          
     

          

Right click on the .TXT file and choose “Save As” or “Save Link As”



Balancing Encumbrances
Open the Excel file you saved with the query results and open a new tab.  
Place your cursor in the A1 cell and choose the “Data” ribbon, and then 
“From Text”



Balancing Encumbrances
• Navigate to where you saved the .TXT file and click “Import”
• Choose “Delimited” as the file type



Balancing Encumbrances
Choose “comma” as the delimiter



Balancing Encumbrances
Import the first 13 columns as ‘Text’  (thru BUDGET_REF)



Balancing Encumbrances
Click “Finish” and you should have a spreadsheet with headers



Balancing Encumbrances
• Copy the highlighted columns to the same worksheet as your query results, 

aligning chartfields and “remaining” amount
• Do not delete this worksheet, it will come in handy later.



Balancing Encumbrances

                                        Give your Purchase Order data a designator such as “PO”.
                  Optionally, you can flip the literal sign on the ENCUMB or the PO balances.



Balancing Encumbrances
Insert a Pivot table on a new worksheet



Balancing Encumbrances
• Add Ledger (Source) 

as a column
• Add Bud Ref, Fund, 

Dept, and Account 
to rows



Balancing Encumbrances
Remove Personal Services encumbrances, if necessary



Balancing Encumbrances
You should end up with a pivot table that looks something like this:

     Keep in mind that all funds are included in this pivot, not just budgetary funds.



Balancing Encumbrances



Balancing Encumbrances
Go back to your “Pivot Data” worksheet and filter by fund, 
department, and budget ref

(The “filter” command is usually shown on both the Home ribbon and the Data ribbon 
in Excel 2010)



Balancing Encumbrances
Now, the detective work begins..

There are many ways to get to the same information in PeopleSoft, I am going 
to outline just a few.  If you have something that works for you, continue to 
use it.

• Budgets Overview Page

• BOR_KK_LEDGER_BALANCES in conjunction with BOR_KK_ACTIVITY

• BOR_KK_ENC_BAL_AS_OF_PD in conjunction with BOR_KK_ACTIVITY



Balancing Encumbrances
Commitment Control > Review Budget Activities > Budgets Overview

Can use 
Detail 
Budget 
Period here 
too



Balancing Encumbrances



Balancing Encumbrances
If the Travel Authorization is no longer open, and cannot be relieved with the 
hanging encumbrance interface, then a manual encumbrance journal may be 
needed.



Balancing Encumbrances
• BOR_KK_LEDGER_BALANCES is a query that you can also use.
• As delivered, it asks for a fiscal year so I like to tweak it a bit.



Balancing Encumbrances
.

Delete the 
fiscal year 
prompt

Click Edit on the Accounting 
Period prompt



Balancing Encumbrances
Edit the criterion to be “between 1 and 12”



Balancing Encumbrances



Balancing Encumbrances
Download the “new and improved” 
BOR_KK_LEDGER_BALANCES query to 
Excel and pivot

Note that this 
is fiscal year



Balancing Encumbrances
Once you have found your detail chartstring, then use the BOR_KK_ACTIVITY 
query to identify the transaction



Balancing Encumbrances
You can also use the BOR_KK_ENC_BAL_AS_OF_PD query which shows DETAIL_EN balances. However, 
use this query in your research, but do not attempt to balance to it at this point.  Balance to 
BOR_KK_ENCUMB_AS_OF_PD.



Balancing Encumbrances
Entering a manual encumbrance journal reminder: On the Header tab of the 
Journal Entry, click on the Commitment Control link and choose Encumbrance 



Balancing Encumbrances
Make sure your Bud Ref field is the correct Bud Ref that you are trying to adjust.  (In 
Version 8.9, this will require changing the budget date if adjusting a prior Budget Period).

To be able to see the Budget Date, you may 
have to change your Journal Template by 
clicking on the Template List link and choosing 
“ALL”



Balancing Encumbrances
Most commonly seen reconciliation issues:

• Not reversing YE1 and YE2 journal entries (now combined as YE-1&2)

• Travel authorizations

• Manual encumbrance journals:
• Correcting journal entries done to move encumbrance, sometimes done one-

sided

• Closed Purchase Orders not liquidating
• Can be seen on BOR_PO_OPEN_AMOUNT_ALL query



Balancing Encumbrances
• Recap:

– Balance BOR_KK_ENCUMB_AS_OF_PD to the PO Open Enc As Of Acctg Pd 
report.

– Use Budget Overview, BOR_KK_LEDGER_BALANCES query, or 
BOR_KK_ENC_BAL_AS_OF_PD query to get detail.

– Enter manual encumbrance journals to correct (usually).

• If you get stuck, you can send a ticket to the helpdesk at 
helpdesk@usg.edu.

• Please include your spreadsheets and your specific question.

mailto:helpdesk@usg.edu


QUESTIONS?
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