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Encumbrance Detail Report

1. Double Click on the Phoenix icon on your desktop.
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PHOENX

2. Enter your Portal username in the Username field.

3. Enter your Portal password in the Password field.

4. Click on the Connect button.

Phoenix Login

Plexse log in with your portsl usemame ond password,

5. Click on TWU Financial System Inquiry.
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A series of windows will begin to open. All 3 Phoenix windows must remain
open. Windows may be minimized by selecting the minus sign (-) in the upper
right-hand corner of the window. Closing these windows will result in
disconnection from the Phoenix Application.
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6. Double Click on Other.
7. Double Click on Request.

8. Double Click on Run.
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9. Select Single Request and Click on the OK button.
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What type of request do you want to run?

2'Single Request
to submit an individual request.

ou to submit a pre-defined set of

10.Use the LOV (list of values) in the Name field to select the Encumbrance
Detail Report (near the bottom of the list).
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11.A Parameters form will appear. Click in the gray Accounts From field.

L Parameters

Dynamic Precision Op




12. A TWU Accounting flexfield will appear. Type the first segment of the
account number in the Low Fund field. Press the tab key to move down to
the next account segment field. Repeat this process thru the Department
field.
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13.Type 0000 (4 zero’s) in the Low Object field.

14.Replace the 0000 (4 zero's) in the High Object field with zzzz (4 z's all
lowercase). Press tab. (example below)

15.*If this is a Grant account, enter the Grant number in the Low Grants
Projects field and move to step 17.

*If this is not a Grant account number move to step 15.

16.Type 00000000 (8 zero’s) in the Low Grants Projects field.

17.Replace the 00000000 (8 zero’s) in the High Grants Projects field with
zzzzzzzz (8 z's all lowercase). (example below)

18.Click on the OK button at the bottom of the TWU Accounting Flexfield.
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19.Click on the OK button at the bottom of the Parameters form
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20.Click on the Submit button at the bottom of the Submit Request form.
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21.A Request form will appear. Periodically click the Refresh Data button, on
the upper left hand corner of the form, to refresh the status.

22.0nce the Phase and Status fields are Complete/Normal, Click on the
View Output button in the lower right side of the form.
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MName

Encumbrance Detail Rep Completed

228784 |TWUGL_OPERATING_DE Completed  [Normal |o11/2003, 12131/2003, 10, 100, 05, 32
728759 | TWUGL_OPERATING_SU | Completed  [Normal |a/1/2003, 12/31/2003, 10, 100, 05,32
226971 |Encumbrance Detail Rep| Completed |Normal |, 50214, 11.400.20.0703.0000.00000¢]
226420 |TWUGL_OPERATING_SU | Completed |Normal |a1/2003, 121312003, 10, 100, 05, 32|
226380 |TWUGL_OPERATING DE Completed [Normal |9/12003, 1213172003, 10, 100, 05, 32|
217610 |TWUGL_OPERATING_DE Completed  [Normal |o/1/2003, 1213172003, 10, 100, 05, 46
216812 |[TWUGL_OPERATING_SU| Completed  [Normal |o1/2003, 12131/2003, 10, 100, 05, 32
216806 |TWUGL_OPERATING_SU | Completed  [Normal |a11/2003, 12131/2003, 10, 100, 05, 32

216799 TWLIGL_OPERATING_DEi Completed 9/1/2003, 12/31/2003, 10, 100, 05, 33| . |
. —— ]
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If the report was completed successfully the output should look similar to the
example below. This is a detailed report of all current encumbrances
(Requisitions and Purchase Orders) for the account queried.
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dccounts From: 10.100.05.3202.0000.000000000

To: 10.100.05.3202.zzzz.zzzzzzza]

Cost Centers From:

Ta:

Encumbrance Dates From:
Ta:

Vendors From:
Ta:

Document Type:
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Previous

23. To view the report click on the Tools menu above the Toolbar on the
Phoenix screen. Then click on copy file, the report will then open in a
browser window.
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