Viewing PO Encumbrance Balances
Step-by-Step Guide


The Purchase Order (PO) Encumbrance Balance PivotTable provides a look at the status of your department’s purchase orders.  It may also be a starting point for troubleshooting PO problems.
1. In RAVEN, run an inquiry from the Transaction Detail page.  NOTE:  It is important to download the appropriate data or you will not be able to see PO encumbrance balances.  Correct setup is: 

· RAVEN Page:  Transaction Detail

· View ID:  All Activity by FY – provides all projects related to your Department ID.  Good for viewing grant POs as well since POs are encumbered on a fiscal year basis (not grant year).In this case it’s all about the PO (not the project).  POs are rolled over every fiscal year.

· Fiscal Year:  current fiscal year (2008 for this example)

· Calendar Month Range:  July Thru Current Month (July 2007 thru May 2008 in this example)

· Chartfield Selection:  

· Owner Department = your department

· Account = 3000 - Operating Expenses to filter out encumbered payroll expenses (It should also help return results more quickly.)

· Amount Type:  Encumbrance
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2. Fetch.  In your results you will find transaction reference IDs in the following two columns:
· TX Reference column = Requisition ID

· Other Reference column = Purchase Order ID

3. Download and save your data as a Microsoft Excel Worksheet.  
4. Create the following PivotTable to view PO encumbrance balances for your department and arranged by vendor name.  (The following example was developed in Excel 2003.)

· With the worksheet open and saved in Excel, click Data > PivotTable and PivotChart Report
· The PivotTable Wizard opens.  Click Next > to advance to Step 2 of 3.  Click Next > again to advance to Step 3 of 3.

· Determine how the data will display.  On Step 3 of 3 click Layout….  Click and drag field names from the list on right to the design diagram on the left.  Drag Amount to the DATA area.  Drag Name to the ROW area.  The completed layout is shown below.  Click OK.  
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· On Step 3 of 3 click the Finish button.  Your PivotTable will display on a new tab in Excel.  A sample is shown below.  Congratulations!  Your PivotTable is complete!
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The next pages offer suggestions to modify or enhance your PO Encumbrance Balance PivotTable

Modifying your PivotTable

Once your PivotTable is created, you can modify it in a number of ways.  Here are 4 modifications that you may find especially useful with this PivotTable.
1. Double click any total/subtotal to display all transactions that created the total/subtotal.
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NOTE:  Detail transactions appear on a separate tab within the worksheet.  To delete the tab after you have viewed the details, point to the tab, RIGHT click and choose Delete.  A dialog box appears: ”Data may exist in the sheets selected for deletion…”  Click the Delete button.  You are deleting only the displayed data, not your original PivotTable data.
2. Add or rearrange fields:  You might find it useful to add the Project ID to the sample PivotTable. 
· Click Pivot Table > PivotTable Wizard to display the Step 3 of 3 dialog box again.  
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· Click the Layout… button to display the design diagram.
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· Drag the Project field to the ROW area above the Name field.  Click OK.  On Step 3 of 3 dialog box click Finish.  You have added Project ID to your PivotTable.
[image: image15.png]A |8 | ¢ [ b [E] F [ 6 i

Amount Amount Type__Source __Month_Date Document Type __ Document Name

3814.68 Encumbrance |PO_POENC _ 2/172008 PO PO ID: 000000698 ASPIRE SOLUTIONS INC

-3814.68 Encumbrance | AP_VOUCHER  2/1/2008 Voucher APOO1-00034160__ ASPIRE SOLUTIONS INC




[image: image6.png]PivotTable and PivotChart Wizard - Layout

Construct your PivotTable report by
draging the feld buttons on the riht
tothe diagram on the lef

LoloC ‘Sum of Amount

Name

ther Ref|

DaTA

>

<





3. Re-size Columns or Rows:  With the addition of any new field you may need to re-size columns to fit the new data display.  In this example we will re-size all columns.

· Select the entire worksheet by clicking the blank outer cell between Column A and Row 1.  The entire worksheet is highlighted.  
· To re-size all columns at once, place your mouse pointer between the column headers (A and B in this example, but any two column headers will work.)  Your mouse pointer turns into a double-headed arrow that points left and right.  
· Hold steady and double-click.  All columns will re-size.  
· De-select the worksheet by clicking anywhere on the page.  The de-selected worksheet will not be highlighted.  

4. Remove unwanted total or subtotal lines:  After adding a new field, you may find that several new total lines are included in the PivotTable.  Use Field Settings to eliminate all unwanted totals or subtotals for a particular field.  In this example, with the addition of Project totals we may want to remove Name (vendor) totals to make the PivotTable easier to read.  
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· Point to one of the Total lines you want to remove and RIGHT click.  In this sample we pointed to BLACKBOARD INC Total to remove all Name totals.

· Choose Field Settings… from the QuickMenu.
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· In our example, the PivotTable Field dialog box opens for the Name field.  Click to select None.  Click OK. 
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· All totals or subtotals on the Name field are now removed.  Removing the totals made it easier to view PO encumbrance balances displayed by Name (vendor) and Other Ref (PO number) within each Project.
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Adding new fields may cause new totals to display.
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