Finance and Administration Cabinet

MARS Tip Sheet

Finance and Administration Cabinet

MARS Tip Sheet


[image: image1.wmf] 

Finance and Administration Cabinet

MARS Tip Sheet
How to Liquidate an Encumbrance Through PD

Purpose:  

For accounting purposes, funds are encumbered or “set aside” when agreements for purchases are made. This encumbrance is established to assure that funds will be available when the payments are due. The documents in PD that encumber funds are contracts, delivery orders, catalog orders and purchase orders.

At times, users may have a contract/delivery order which encumbered funds; but for some reason all of those funds have not been expended and no future payment against the contract/delivery order is required. In order to allow these funds to be expended for other uses, these funds must be liquidated.

Process to liquidate an encumbrance:

Step 1. In Procurement Desktop (PD), click on the Payables drop down box

Step 2. Choose Invoicing
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Choose Invoice and click your mouse
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A Create New Invoice box will open:
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Step 4. Enter a description that conforms with your agency’s standards

Step 5. Click the OK button

A Find Match window will open.
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Step 6. Select the By Awards Radio Button

Step 7. Enter Contract number (i.e., Award Number with a prefix of C, D or P) for which you are liquidating funds

Step 8. Click on the Search button

Step 9. Highlight the appropriate Contract number on right side of the window   

Step 10. Choose the Select All Lines button at the bottom of the screen

Step 11. Click on the OK button --- An invoice will be automatically generated
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Step 12. Go to the Main Tab

Step 13. Select Check from the drop down menu under Disbursement Type (if that option is not already populated)

Step 14. Enter 00 in Check Category because this is a zero payment. Entering the 00 check category ensures that a check will not be mailed and that the appropriate accounting entries will be processed

Step 15. Check the Single Check Checkbox

Step 16. Go to the Lines Tab
Step 17. [image: image7.wmf]Highlight the Reference Line

Step 18. Double-click on the highlighted Reference Line– this will open the Line Item Detail window
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Step 19. Go to the Detail Tab

Step 20. Adjust the appropriate column next to Invoice Info to reflect a Total Line Item Cost of $0.00

Step 21. Press the tab key for the system to recognize your entry

Step 22. Close Line Item Detail window and you will be returned to the Lines Tab

Step 23. Check “Final Pay”  Checkbox in the center of the Lines Tab window 
Step 24. Deselect the “Partial Pay” Checkbox if selected
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Step 25. Repeat Steps 17 through 24 for each Reference Line

Step 26. Go to the Funding Code Summary Tab
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Verify that the invoice Total is $0.00 and each Line Amount is $0.00

Step 28. Close the invoice
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Approve and Route the invoice as usual
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