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Quick Reference Guide 

This report is used to see the list of purchase orders that have been created, this report includes PO’s that are 
open and closed.   To see PO’s that are open, you need to exclude those that show “0” in the last column; 
those are the PO’s that have been closed.   Please use Google Chrome or Firefox browser to run this report.   
 
Important Note- To maintain the operating balances in university accounts as accurate as possible, 
operating encumbrances will now be valid for 18 months after PO issuance.  Effective June 1st, 2022.  
   

1. Login into PeopleSoft RPT.   Here is the link. 
              https://zbfi-rpt.utshare.utsystem.edu/psp/ZBFIRPT/?cmd=start 
 
       2.  Select the Navigator bar located in the upper right corner. See image below.  
 

        
 

3. Select the Menu option.  

         
 
 

https://zbfi-rpt.utshare.utsystem.edu/psp/ZBFIRPT/?cmd=start
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4. Select > Reporting Tools > Query.  See two snapshots below. 
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5. In the Query Viewer, Type % ENC to locate the report.  Look for UTRGV_PO_ENCUMB_RECON_ALL and 
Click on the Excel option.  This will generate the report in excel format.  

      

 
 

6. Select Date Range and enter one of the options below: 
- Cost Center #   
-  Project #        
-  Dept # (The Dept field can be used to extract all projects under a specific department).  
 
Click on View Results and the system will download the information to an excel file.   
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7. This report will list all the PO’s created.  Users will need to scroll to the right several columns to get to 
the “Sum PO Encumbrance” column (AD).   The Sum PO encumbrance column shows the balance for 
each PO by line (1,2,3).  Refer to sample below.   
 

 
 
This report shows all the PO’s created including those that have been closed.  Please note the PO’s closed will 
show a zero balance in the last column (AD) and those need to be excluded to get the list of open 
encumbrances.  
 
The encumbrance and PO closing review needs to be performed monthly as part of the account 
reconciliation process.  Employees with “Requestor” and “Reconciler” role have access to disencumber PO’s 
that are no longer needed.   The How to - Close a PO/Disencumber Funds quick reference guide is available at  
 
https://www.utrgv.edu/procurement/_files/documents/quick-reference-guides/02.23.2020-how-to---close-a-
po-or-disencumber-funds.pdf  
 

             
 
 

https://utrgv.sharepoint.com/sites/dfa/fpp/procurement/training/Shared%20Documents?viewpath=%2Fsites%2Fdfa%2Ffpp%2Fprocurement%2Ftraining%2FShared%20Documents
https://www.utrgv.edu/procurement/_files/documents/quick-reference-guides/02.23.2020-how-to---close-a-po-or-disencumber-funds.pdf
https://www.utrgv.edu/procurement/_files/documents/quick-reference-guides/02.23.2020-how-to---close-a-po-or-disencumber-funds.pdf
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If you are an account reconciler and don’t have access to this query option, you need to submit a service 
request thru IT Support Center available under my.utrgv.edu portal.  See image below. 
 
 

                        
 
 
Please send an e-mail to Esmeralda Rios at esmeralda.rios@utrgv.edu, If you have any questions. 
 
 

mailto:esmeralda.rios@utrgv.edu

