
Instructions for using the Encumbrance and PO Management Form 
This form replaces the Purchase Order Closeout Request form and encumbrance management formerly done by your Dean 
or Director’s office in EPRQ. The Encumbrance and PO Management form includes options for managing the purchase 
order (PO) and allows departments to request dollar amount and funding string changes to their POs/encumbrances. 
 
 
 
 
 
 

 
 
 

Include the Dept. Contact 
Information, PO Number, and 
Vendor for the PO you wish to 
change. Be sure to check 
“Yes” or “No” to indicate if the 
PO references the listed 
account codes. Completing all 
the fields makes contacting the 
dept. for any clarification and 
completing the changes easier. 

Choose a reason to close/ 
cancel the PO from the drop-
down menus or provide an 
explanation in the text box. 
POs close on a monthly basis 
according to established 
criteria. You should not need to 
close completed POs using this 
form. Reminder: Once a PO is 
closed, it can’t be re-opened. 

Enter amount and funding 
changes to encumbrances in 
the grid spaces provided. In 
the upper grid boxes list the 
current encumbrance balance 
from WISDM meaning list the 
funding and dollar amounts as 
they currently appear on the 
PO and as they are currently 
reflected in WISDM (not the 
original amounts). 

In the lower grid boxes list what you would like the funding and 
amounts to look like on your PO after the change(s) has (have) 
been made.  The New total will automatically be calculated. 

Choose 2 or 3 to make 
changes to the dollar amounts 
and/or funding on your PO. 
You may use these options 
separately or together. If 
changing both dollars and 
funding, choose a reason in 
both drop-down boxes. Use 
the text box to explain 
specifically which dollar 
amounts should be added to 
which funding, or any other 
necessary information. 

Use the reasons provided in the drop-down menus to explain your changes. 
Type extra information in the space provided for clarification or to explain 
“other” changes. Provide as much information about the changes as possible. 

http://www.bussvc.wisc.edu/sfs/progrel/close.html
http://www.bussvc.wisc.edu/sfs/progrel/close.html
http://www.bussvc.wisc.edu/sfs/progrel/close.html
http://www.bussvc.wisc.edu/purch/forms/FindCurrnentEncBalInstructions.pdf
http://www.bussvc.wisc.edu/purch/forms/FindCurrnentEncBalInstructions.pdf


 
 

 
 
 
 
 

Use this section to request any 
changes to your PO not 
covered in the other areas, 
such as changes to the end 
date, ship-to information, item 
descriptions, and/or contract 
numbers. 

Departments e-mail the 
completed form to their Dean’s 
or Director’s offices.  Dean’s or 
Director’s offices e-mail the 
completed form to 
purch@bussvc.wisc.edu 

Tracking the Changes: 
Once completed, encumbrance management changes will appear in WISDM the following day.  Changes will also be 
logged as completed in the Requisition Inquiry available through http://www.bussvc.wisc.edu/purch/purchinq.html in the 
same manner that requisitions can be tracked.  (A set of instructions detailing how to track requisitions is available at 
http://www.bussvc.wisc.edu/purch/req/TrackingReqs.pdf).  The change will be noted in the Requisition Action Log near the 
bottom of the screen. 

What if I Request a Funding Change After Payments Have Been Made? 
Please note that if you request a change to the funding string after partial payments have been made, the PO will have to be 
modified in the Shared Financial System (SFS) with an 002 extension instead of the original 001 extension.  In this case 
your PO encumbrance and expense data in WISDM will appear under both XXXXXXX001 and XXXXXXX002 (where 
XXXXXXX is the original requisition number) entries.  Please be sure that you are looking up the data in WISDM using the 7 
digit requisition number instead of the full 10 digit number.  If this has occurred on your PO, it will be noted in Requisition 
Action Log (as described above in Tracking the Changes) as follows: 
 

 
 
Note: The form will not be able to affect previous transactions, e.g. if a payment was already completed, a non-salary cost 
transfer (NSCT) must still be completed to transfer funds; however, the form can be used to ensure that future payments are 
applied correctly. 
 
Contact your Dean or Director’s office with questions about using the form or see 
http://www.bussvc.wisc.edu/sfs/progrel/index.html for further information about changes. 

http://www.bussvc.wisc.edu/purch/purchinq.html
http://www.bussvc.wisc.edu/purch/req/TrackingReqs.pdf
http://www.bussvc.wisc.edu/sfs/progrel/index.html
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