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FWBENS2: Encumbrance Status (Open Encumbrance
Status Report)

This screen provides up-to-the-minute information regarding Encumbrance Status. Encumbrances are
commitments related to unperformed contracts for goods and services, also referred to as monies set
aside.

X  @ellucian  Process Submission Controls GJAPCTL 9.3.28A (PROD) ApD @B ReTREVE M REaTED  FToos M

Process: FWBENS2 -"‘4 Parameter Set: [oee ‘\ Go

Get Started: Complete the fields above and click Go. To search by name, press TAB from an ID field, enter your search criteria, and then press ENTER.

Open the FWBENS2 Banner Report, then select “Go”.

X @ellucian  Process Submission Conirols GJAPCTL 9.3.28A (PROD)

Process: FWBENS2 Encumbrance Status with file Parameter Set:

| * PRINTER CONTROL

Printer  [FTP v submitTme [ |
Special Print | LANDSCAPE | MIME Type  Nome
Lines (50 | PDF Font
~* PARAMETER VALUES
Number * Parameters Values
01 Fiscal Year (YY) 24
02 Chart of Accounts code 1
03 Status o
04 Rule Group POEG
04 Rule Group PORG
04 Rule Group CORG
04 Rule Group APEG
05 Location 1-9 or (&)l A
06 Report Type 5
07 From Encumbrance number
08 Thru Encumbrance number
09 From Account Number 1000
10 Thru Account Number 7999
1" From Fund Code 10000
12 Thru Fund Code 79999
13 Vendor Number
14 From Date 07/01/2023
15 Thru Date 01/110/2024
16 From Organization Code 3000
17 Thru Organization Code 3999
Per Page

LENGTH: 6 TYPE: Character O/R: Required M/3: Single

Printer: Enter FTP. FTP stands for “File Transfer Protocol.” This is a standard network protocol used for
the transfer of computer files from a server to a client using the Client-server model on a computer
network.
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Parameter Values:

01-Fiscal Year- default to the current 2-digit fiscal year code (“24” refers to the fiscal year which
runs from July 1, 2023 through June 30, 2024)

02-Chart of Accounts code- enter “1” (Chart of Accounts is always “1”)

03-Status- has three choices

o 0-Open
o C-Closed
o A-All

04-Rule Group- refers to the types of Encumbrances. Since we have more than one type, 04-
Rule Group needs to be entered four times. We use the following types of encumbrances in
Banner.

o PORG-Purchase Order (PO)

o APEG- Independent Contract (IC) (E#)

o CORG-Change Orders, changes to existing POs

o POEG- Direct Encumbrance

~PARAMETER VALUES & Settings {3 Insert (@ Delete ¥m Copy . Filter

Number *

01
02

03

04

Parameters Values

Fisca

fear (YY) 24
Chart of Accounts code 1

Status o}

Rule Group POEG

Note: To add an additional 04-Rule Group under the Parameters Values, click “Insert” at the top right
corner of the screen. A new line will appear under the Parameters Values window. Type 04 under the
Number Column. The Parameters description will auto populate to “Rule Group.” Type the additional
type under Values. To delete the parameter, select the line you would like to delete, then click “Delete”.

05-Location 1-9 or (A)ll- enter A
06-Report Type- has 3 choices
e S-Summary
e D-Detail
e E-Encumbrance number range--enter PO, REQ or Enc number
07-From Encumbrance Number- leave blank
08-To Encumbrance Number- leave blank
09-From Account Number- enter 1000
10-Thru Account Number- enter 7000
11-From Fund Code- enter 10000
12-Thru Fund Code- enter 79000
13-Vendor Number- leave blank
14-From Date- enter first date of the fiscal year, 07/01/2023
15-Thru Date- enter today’s date, 01/10/2024
16-From Organization Code enter your Department’s/ Division Organization number (ex:
Language Arts 3413)
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e 17-Thru Organization Code enter your Department’s/ Division Organization number (ex:
Language Arts 3413)

~ SUBMISSION insert (@ Delete ¥ Copy V. Filter

[/ save Parameter Set as Hold / Submit () Hold (@) Submit

Name Description
—

After all the parameters have been entered, check “Save Parameter Set as” and then click “Save” at the
lower left corner of the screen.

Banner Job Subm

To @ Chung, Jia

Job Submission has completed your job and has placed the output filefs) on your output directory. You can retrieve the files by:
1) clicking on the link below to access the file(s) on your PC.
2. Copy and paste the link into the Address field and press <Enter>

The default option should be to "save this file to disk”.
Just click on [Save] and the file will be copied to your PC.

You can also view the file first by selecting "Open this file from its current location”, and then clicking on [OK].
If you decide to save the file after viewing it, do a File | Save As to save the file to your PC.

Regardless of which "Save” option you choose, note the "save In" location. Itis quite Iikely that you will want to change this location before you actually save the file. It is recommended that you choose your [My Documents] folder if you are not defaulted there.
Note that this link can only be accessed from a computer that is connected to the network with the same user name as the user id used in Banner. If you want to share the file with other users you will have to save it to your computer and attach it to an email.
=== The file(s) contained in this message will automatically be deleted

=4+ from this server in two (2) days.

eppserv1\Output\chungj\chungj fwbens2 13269419.1i2

appservi\Output\chungj\chung] fwbens2 13269419.1is

You will receive an email from subjobs@smccd.edu with the link to the report.

Click on the link with “.1i2” at the end of the file name. A message will pop out asking if you want to
Open or Save the file to your computer. Select Open.

Job Submission has completed your job and has placed the output file(s) on your output directory. Yt
1) Clicking on the link below to access the file(s) on your PC.
2. Copy and paste the link into the Address field and press <Enter>

The default option should be to "Save this file to disk".
Just click on [Save] and the file will be copied to your PC.

You can also | gpaning Mail Attachment | % | jon", and then dicking
If you decidg to your PC.

You should only open attachments from a trustworthy source,
Regardless o Is quite likely that you»
choose your Attachment_: prisecarl_FWBENS2_T069986.1i2 from V\appservl

\Qutputiprisecarl,
Note thatth he network with the s
will have to 9 ‘Would you like to open the file or save it to your computer?
se% Tha fild [ Cpen ] [ Save Cancel
FEEE from 1 [¥] Always ask before opening this type of file

\\appservI\Output\prisecarl\prisecarl FWBENS2 7069986.L15

\\appserv1\Output\prisecarl\prisecarl FWBENS2 7069986.li2
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The file will open in the Notepad view.
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Mj prisecarl_FWBENS2_7069986 - Notepad

Data Extraction

File Edit Format View Help

PO/Encumb™Vendor Name FUND "FT" Account Number “---SubTotal--

P1700608 "Xerox Corporation “10004 "1AT10004-4416-2630-694000 ~000000192.48
P1700905 "Krossover Intelligence Inc. "10004 "1A"10004-4416-3621N-694000 "000000000.00
P1701451 "MIZUNO USA, INC "18403 "1C"13403-4416-4310-083283 "000000000.00
P1701540 "Central Coast Collegiate Baseb 10004 "1A™10004-4416-3690-694000 ~000000000.00

e To export data from the Notepad into Excel, Click Edit> Select All, then click Edit> Copy.

e Open a new Excel Book.

=] :
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROBAT
alln, L e = :
D d6 Cut Calibri Slu AN E = B E—f‘WrapText General == # | Normal Bad
’ R Copy - C d | F -
aste - - - EE = & 5S - - €0 .00 onditional Format as IZ| Explanatory
- ~ Format Painter B I U & A === €€ B Merge & Center $% s Formatting ~  Table - ’
Clipboard [F] Font [Fl Alignment ] Number ]
3 - fe
A B C D E F G H 1 J K L M N o] p Q

e Place your cursor in Cell Al and then Paste your data (CTRL+V) or Home>Paste.
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B H - s

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROB,

"D ‘_X’C“t Calibri A s == ®- EwepTe
Bz Copy ~

Pa'ste  Format Painter I U~ - DA === &£ = E Merge & Center -
Clipboard [F] Font [P} Alignment [P

Al - jl PO/Encumb"Vendor Name "FUND "FT" Account Nu
A B C D E F G H I

1 |PO/Encun}b"Vendor Name "FUND "FT" Account Mumber "---SubTotal--

2

3 |P1700609 |'Xerox Corporation "10004 "1A"10004-4416-5630-694000 "000000192.49

4 |P1700905 [Krossover Intelligence Inc. "10004 "1A"10004-4416-5621N-694000 "000000000.00

5 |P1701451 [MIZUMNO USA, INC "18403 "1C"18403-4416-4510-083585  "000000000.00

6 |P1701540 |'Central Coast Collegiate Baseb"10004 "1A"10004-4416-5690-654000 "000000000.00

7

8

9

10

11

12

13

14

15

16
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e All data will paste to column A. Use Text to Column, File -> Data -> Text to Column, to

separate the data.

H o .
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROBAT
[zl Connections 5| [FTA Clear
el
Properties ) Reappl
From From From From Ot esh zl Sort Filter Text to
- Edit Links A T advanced  columns

Neb  Text Sour

Get External Data Connections Sort & Filter

Al - j‘i PO/Encumb"vendor Name "FUND "FT" Account Number
A E = D E F G H I J
1 |PO/Encunjb"vendor Name "FUND "FT" Account Number "---SubTotal--
2
3 |P1700609 |'Xerox Corporation "10004 "1A"10004-4416-5630-654000 "000000192.49
4 |P1700905 [Krossover Intelligence Inc. "10004 "1A"10004-4416-5621N-634000 "000000000.00
5 [P1701451 MIZUNO USA, INC "18403 "1C"18403-4416-4510-083585  "000000000.00
6 [P1701540 |'Central Coast Collegiate Baseb"10004 "1A"10004-4416-5690-694000 "000000000.00
7
g
a
10| § b
11| | convert Text to Columns Wizare - Step 3 of 3 [ ) 3
12 This screen lets you select each column and set the Data Format,
13 Column data format
14 @ General
15 _ ‘General’ converts numeric values to numbers, date values
) Text to dates, and all remaining values to text.
o | Opate wor 7]
17 ) Do not import column (skip)
13
19 Destination: | sas1
20
21 Data preview
22
23 zal zicepeziCeneral
24 "endor Name "FUND | "FT" Account Numbe| &
L
25 "Kerox Corporation "Looo4f "1a"ho004-4416-563(
26 "Erossover Intelligence Inc. coood] "1ATHO004-4416-562
27 "MIZUNC USa, INC TlLEs03| "lCTLE403-4416-4351{ =
1 | 3
28
29 r
30 - |
31| ™

a2

e Each line indicates a column. To place a line double click on the box where you would like to

place a column. To remove a line double click on the line. Click Next, then Finish.
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e The final Excel report will look similar to the one pictured below. Delete any columns that

are not needed.
H ©- s
FILE HOME INSERT

®ls (3 [

PAGE LAYOUT

B Mg

FORMULAS

Connections

DATA REVIEW VIEW ACROBAT
A A Clear S —
2 Y & E
Leapply
El Sort Filter PED Textto Flas
Yo Advanced  Columns  Fil
Sort & Filter
F G H I
Account Number " ---SubTotal--
10004-4416-5630-694000 " 192.49
10004-4416-5621N-694000 " 1]
18403-4416-4510-083585 " 1]
10004-4416-5690-694000 " 1]

. Properties
From From From From Other Existing Refresh
Access Web  Text Sourcesw  Connections Al v Edit Links
Get External Data Connections
C15 - I
A B C D E
1 |PO/Encum b" Vendor Name "FUND "ET"
2
3 |P17006809 " Xerox Corporation "10004 "1A"
4 |P1700905 " Krossover Intelligence Inc.  "10004 "1A"
5 |P1701451 " MIZUNO USA, INC "18403 "ic"
6 |P1701540 " Central Coast Collegiate Ba seb"10004 "1A"
7
8
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