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Click the Search button, or hit enter to see current run control ids.
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Click on the run control you want
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Leave the Combination Code field blank to have the system report all encumbrances that you can see (based on the departments assigned to you through security).
To see the encumbrances for specific Chartfields:

Combination Code:  click on the magnifying glass to see valid values
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Click on ‘Advanced Lookup’
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Department – enter the Financials ORG value

 And/Or

Project/Grant – enter the Project/Grant (or the start of)
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The system will return all rows that meet the criteria that you entered.

Click on any part of the highlighted row for the org/project/grant that you want
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For additional account codes click on the plus sign (+) to add a row and repeat account code lookup.
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When all of the account codes have been added, click on the Run Button
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Click OK to run the report.
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Click on the Process Monitor link to see the actual report.
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Click Refresh until the Run Status changes to ‘Success’ and Distribution Status changes to ‘Posted’.
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Click on Details
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Click on View Log/Trace
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Click on UWPAY050.PDF
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This will show how much and who has a remaining encumbrance, sorted by account code and account.
Print as needed.

Close report.
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Click OK or Cancel
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Click on the ‘Go back to UW Department Encumbrance’ link
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Change the account codes to run another report.
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