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Module Overview 
 
The Payroll Encumbrance Module is used to encumber the balance of contract for the district’s 
salaried contract employees. After each payroll is run it is recommended that you run and post 
updated balance of contract encumbrances.  Reports are also provided as backup for these 
numbers.   
 
 

Security 
 
The user must have access to the Payroll Encumbrance Module in Security under the Module 
Authorization.  Currently there are no special permissions assigned for this module. 
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Choosing the Unit Affiliation 
  
Upon entering the Module this screen will appear.  It is a list of Unit Affiliations for your school 
district.  Choose the affiliations that you would like to run payroll encumbrances for and move 
them over to the selected box by using the arrow.  If you would like to run them for all (it will only 
do salaried groups with contracts loaded) use the double arrow.  If you choose a group you do 
not want you can use the left pointing arrows to move the group(s) back to Available. 
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Calculating the Encumbrance 
 
 
After you have chosen your unit affiliations, click on Calculate Encumbrances.  A Balance of 
Contract Report comes up with Employee #, Employee Name, Unit, Annual Amount, Contract 
YTD, Percentage and the Balance of Contract sorted and subtotaled by Account Number.  If 
there is errors, a dialog box will pop up letting you know that you have missing control accounts 
or you have accounts that are not active on your ledger.  To view the accounts not on your 
ledger click on View, Reports, Error Report.  These accounts have to be made active in order to 
post the Payroll Encumbrances.  Also each fund that has Payroll Encumbrances should have an 
account class U which should be a function 603.   
 
Other Reports available are the Summary Encumbrance Report and the Detail Encumbrance 
Report.   

Posting the Encumbrance to the Ledger 
If the numbers appear to be accurate on the Balance of Contract report, you can post the 
encumbrances to the ledger by clicking on the envelope at the top left.  
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The detail screen shows the account distribution for this PO.  It shows the original and revised 
amounts, payments made to date and the balance of the PO.  There is a column to indicate that 
the P.O. is open. At the bottom there are four buttons – Revise, Add, Close and Change. 

Viewing the Encumbrances on the Ledger 
You can view the encumbrances against each payroll account.  You also can view what the 
balance will be in the account as things currently stand and take budget corrective action as 
needed. 
 
 
 
                                                             
 
 
 

 


