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STEP 1 On the Main Menu, navigate to General Ledger Budget Analyst. (Refer to Fig. 01) 

 

 

STEP 2 Click on Journals. (Refer to Fig. 02) 

 

 

STEP 3 Then click on Encumbrance. (Refer to Fig. 03) 

 

 

STEP 4 The Find Journals window will open. In order to search for the desired obligation, place the 

encumbrance’s properties (e.g. Journal Name, Period, etc.) on the corresponding fields. Some 

explanations on the Find Journal fields are as follows: 

Batch and Journal – fields are optional; however, it is better if the user knows these; 



Ledger – constituent unit/level-one organization (i.e. UP System); 

Source – for Obligations, always select Encumbrance; 

Category – for Obligations, always select Budget; 

Period – month and year when the obligation was created/have taken into effect. To search 

obligations over a certain month it is recommended to fill this out; 

Currency – optional; 

 

After the necessary fields are filled out, click Find. (Refer to Fig. 04) 

 

 

STEP 5 The Find button will direct the user to the search results, displaying all obligations that fall into the 

specified criteria. In the succeeding figure, all January 2017 entries were selected. (Refer to Fig. 05) 



 

 

STEP 6 To view a specific encumbrance/obligation, click on the specific entry until it highlights in blue and 

click Review Journal. (Refer to Fig. 06) 

 

 

STEP 7 The selected obligation can now be viewed. (Refer to Fig. 07) 



 

 

       

 

 

Result Information: 

Expected Results 

 Previously-created obligations can now be searched. 

 User can select a specific obligation among many and view it 

DISCLAIMER: The screenshots in this document are for illustration purposes only and may not be the same as the final user interface. 

 

 

 


