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Here are steps to find and liquidate GL encumbrances. 
 

1.  Navigate to: General Ledger> Journals> Create/Update Journal Entries> Find an 
Existing Value.  Clear the parameters then enter the Business Unit and Journal ID 
begins with:  ST and click the Search button.  The Search Results will list all of the 
GL Encumbrances for your agency. 
 

 
 
 



2.  Open each journal and review the information in the journal.   
 

 

 
 

3. If you need to liquidate a line of the encumbrance, add a line to the journal by 
clicking on the + sign.  This will copy the line above.  Enter the Account code from 
the line you are liquidating and verify the amount is a negative (-).  Click Save 
then verify the Edit Journal in the Process box and click on the Process button.  
This will make the Journal Status and Budget Status Valid, Valid.  Repeat process 
for each GL journal line.  
 

 

 

 


