
 
 
 
1.  Navigate to GL Inquiry and search on your chartfield combination. 
2.  Select the radio button “Display Details”. 
 
 



 
 
Under the “Revenues/Expenses section of the General Ledger, there is an Encumbrance column.  I am going to 
choose the $10,875.93 balance associated with Independent Personal Svcs.   
 
 
 
 
 
 
 
 



 
 
 
 
This Encumbrance Detail screen shows that the amount of Purchase Order 6000000242 is $50,000.00 and that 
there have been payments made against that purchase order totaling $39,124.07.  The remaining amount left on 
the purchase order ($10,875.93) is what is showing on the previous page in the General Ledger.  
 
Original PO Amount – this should reflect the original PO amount plus or minus any change orders that have 
occurred. 
 
Liquidated Amount – this is reflecting the payments that have been made associated with the purchase order 
 
Remaining Amount – difference between Original PO Amount and Liquidated Amount 
  
 
 

PO Number



 
 
 
By clicking on the PO number link, it will display all payments that have posted to the General Ledger (see next 
page).  Please check to ensure all payments to the vendor are showing here.  All payments made in Accounts 
Payable should be posted here.  There have been some instances where the payment in Accounts Payable did 
not get posted to the General Ledger.      

Click on the PO number to display all payments posted to GL. 



 

Make sure you are viewing all 
records. 
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