Prior Year Encumbrance Review

To start your prior year encumbrance review run the transaction report in Adaptive to identify your open encumbrances. Below are instructions for
running the report.

Step 1 — Sign into Adaptive

Step 2 — Select the three horizontal bar icon on the top left hand side of the home page and then select “Reports”
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Step 2 — Select “Shared”
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Step 3 — Select “Current Year Reports”
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Step 4 — Scroll to the bottom of the list of reports and select “Transaction Report (Budget/Actual/Encumbrances)”

Ele Edit View History Beokmerks Tools Help

= b3
B | W Reports x | + N
&« C @ Q B8 hitpsy/livec55a03.adaptiveplanning.com/repo! MTAzOCAONzYyIDEGLTKSI DAGLTEGLTkSIDRBRTI1 ODY: ADIEQUNFMDL wlCOxIHRydWUgUORT 13 L o e =
[ Home |SDSU BB finance@sdsu - Home €3 Oracle PeopleSoft Sig... @3 Oracle Production @) Deodle | Reschedule IT... [ San Diego State Univer.. Sign In— e-signature... [} San Diego State Univer... [X] San Diego State Univer. [ Other Bookmarks
fmbewse | gan Diego State Universi Reports / Overview 2024/25 Initial Budget
iy 9 P g
Reports
Q search =
e
Shared / Current Year Reports.
E An Name T output Created By Last Viewed
2  Personal C¥ Payroll Working Budget with Budget Categories HTML Mikhail Portnoy July 26, 2024
CY Working Budget with Budget Categories HTML Mikhail Portnoy June 13,2024
&  Sshared
Divisional FA / Reserve Designations HTML Crystal Little January 9, 2024
g ! Y
Y¢ Favorites Expenditure Projection Report (detail from modeled sheets) HTML Crystal Little July 19,2024
O Reusable Initial Budget Report (Detail from Planning Sheets) HTML Crystal Little July 30, 2024
=
Multi-year Analysis Report HTML Katie Olivo July 19, 2024
PY Available Report w/ Exp Proj (no drilldown to transactions) HTML Crystal Little August 1, 2024
PY Funds Available (with drilldown) HTML Crystal Little 18 minutes ago
PY Monthly Budget Plan - All Funds (incl benefits) HTML Crystal Little August2, 2024
y Budg: ! 9!
PY Monthly Budget Plan - UOF/RB Only (excl benefits) HTML Crystal Little July 31,2024
PY Payroll Working Budget with Budget Categories HTML Mikhail Portnoy July 24, 2024
P ‘gransac‘llanRepall (Budget/Actual/Encumbrance) HTML Miknhail Portnoy August 1, 2024
SSciiptrerSTIITET To SDSU ACTIT e

Transaction Report (Budget,

HTML Crystal Little 11 minutes ago

20items

ﬂ £ Type here to search




Step 5 — Select the three vertical bars icon on the blue toolbar. (The bar are called “filters”)
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Actual 20240701 70030936 50102 BASIC TUITION FEE 8400 1006 G024 Jau A
Actual 20040701 (551,460.00) USD 70030~ BUDGET AND FINANCE INSTITUTIONAL 70030:948 50108 NON-RESIDENT TUITION FEE 8400 1006 6024 Jau

Actual 2240701 (100211.00)USD 63081 - OFFICE OF HOUSING ADMINISTRATION 63081860 50410 HOUSING REVENUE OTHERS 0000 5310 S01  Jau

Actual 20240701 (9425625 USD 70030 - BUDGET AND FINANGE INSTITUTIONAL 70030936 50102 BASIC TUITION FEE 8300 1006 6024 Jau

Actual 20240701 (93783.54)USD 67011 - PARKING OPS & TRANS SVCS 67011675 50442 PARKING METERS 0000 4720 ST dov

Actual 20240701 63085 - HoL 63083:007 66282 R&M - BUILDING MAINTENANCE 0000 5320 4801 22/ IAGE,
Actual 2240701 J 70030:939 50435 CAMPUS UNION FEE 8400 5340 6024 Jau

Actual 20240701 ? 70030:947 50109 FOREIGN TUITION FEE 8400 1006 6024 Jou

Actual 202407-0 (4663096) USD 70040- COVID-19- INSTITUTIONAL/FEMA 70040904 66030 SUPPLIES (GONSUMABLE) 6202 4699 301 PA

Actual 20240701 69052~ CONTROLLER 69052000 50152 INSTRUCTIONALLY RELATED ACTIVITY FEE 8400 4631 6024 Jau

Actual 20040701 (31.72097)USD 60523 - IT INFRASTRUCTURE GPERATIONS 60523:000 60455 OTHER COMMUNICATIONS CB INCOME CREDITS W5 1006 3616 M

Actual 2240701 (2623345)USD 60523 - IT INFRASTRUCTURE OPERATIONS 60523710 60455 OTHER COMMUNICATIONS CB INCOME CREDITS 05 1006 3616 MC

Actual 20240701 ( 70030:942 50155 OTHER MANDATORY FEES (CAT I GSU 485) 8400 1031 6024 Jau

Actual 20240701 (1575000) USD 60522 IT USER SERVICES 60522000 61620 IT SOFTWAREINCL LICENSES, MAINTENANCE & SUPPORT 0000 1006 3616 23/ reert
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Actual 2240701 (842221)USD 60525 - IT NETWORK & INFRASTRUCTURE 60525101 58089 COST RECOVERY FROM OTHER 3200 1006 s001 T

Actual 20240701 (7.56179)USD 67011 - PARKING OPS & TRANS SVCS 67011933 50440 PARKING PERMITS 0000 4720 SO1 Jau
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Step 6 — Change the “Transaction Type” to “equal to” “Encumbrance” and the “Transaction Date” to “equal to” one day
prior to the current date (example: if today’s date was 7/2/2024 you would enter 7/1/2024). You can add additional filters for any
available column by selecting the blue + to add a row. Then, use the drop down list to select the column you would like
to filter on. Once you have added all the filters you want click “Apply”.
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Step 7 — Click the box with an arrow icon on the blue toolbar and select “Export to Excel”.
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Encumbrance 20240804 (26/481.90) USD 64015 - PROJECT MANAGEMENT 64015662 66262 R&M - BUILDING MAINTENANCE 6205 1050 4101  21/22 PM511-TOCA- BRAWLEY HVAC REPLACEMENT - CONSTRUCTION A
Encumbrance 20040804 (775)USD ©6021 - BUILDING SERVICES 66021111 66282 REM - BUILDING MAINTENANCE 0000 1006 3801  18/19 Access Control Systems Maintenance Faciities:

Encumbrance 20040804 (018)USD £6042- COGEN SHOP 66042110 66284 REM - UTILITIES 1050 1005 3901 18/19 Open EN PLANT systems from 12/31/2018 TO 06/30/2019
Encumbrance 20040804 (013)USD 86013~ MOTOR VEHIGLE OPERATIONS 66013-000 66032 SERVICES 0000 1006 3606  19/20 SMOG DIAGNOSTIC, REPAIR FOR GAMPUS VEHIGLES - GONTAGT JOSHKOSS

Encumbrance 20240804 (013)USD 66025~ ELECTRICSHOP 66025860 66232 SUPPLIES -REM- BUILDING MAINTENANCE 0000 1006 3801  22/23 FS0SO- ELECTRIC - GENERAL SUPPLIES - PREVENTATIVE - 711/22T0 6/30/23

Encumbrance 20040804 (042)USD 86025 - ELECTRICSHOP 66025860 66292 SUPPLIES -REM- BUILDINGMAINTENANCE 0000 1006 3801  21/22 OSOFSELECTRIC - GENERAL SUPPLIES- PREVENTATIVE, ADDED FUNDS -7/1/21 T0 6/30/22

Encumbrance 20040804 (012)USD £6026- PLUMBING SHOP 66026800 66232 SUPPLIES -REM- BUILDING MAINTENANCE 0000 1006 3801  21/220f GENERAL SUPPLIES, 71721 T08/30/22

Encumbrance 20240804 (008)USD 66012~ CUSTODIAL SERVICES 66012-880 66331 SUPPLIES - R&M - CUSTODIAL SERVICES 0000 1006 3851  21/22 050 CUSTODIAL- GENERAL SUPPLIES-7/1/21 TO 6/30/22

Encumbrance 20240804 (008)USD ©6013- MOTOR VEHICLE OPERATIONS 66013-000 66032 SERVICES 0000 1006 3606 1%/20 AUTO BODY WORK FOR CAMPUS VEHICLES - CONTACT JOSH KOSS

Encumbrance 20240804 (008)USD £6026- PLUMBING SHOP 66026-860 66232 SUPPLIES -REM- BUILDINGMAINTENANCE 0000 1006 3801  21/22 050 FS PLUMBING - PREVENTATIVE - GENERAL SUPPLIES - 7/1/21 T0 6/30/22

Encumbrance 20040804 (007)USD 66025 - ELECTRICSHOP 66025960 66232 SUPPLIES -REM- BUILDING MAINTENANCE 0000 1006 3801  21/22 0SOFSELECTRIC- TENANT - GENERAL SUPPLIES ADDED FUNDS - 7/1/21 TO 6/30/22

Encumbrance 20240804 (006)USD 66013~ MOTOR VEHICLE OFERATIONS 66013-000 66032 SERVICES 0000 1006 3606  19/20 SO EMISSION TESTING, DIAGNOSTICS AND REPAIRS FOR FAILED TESTS - CONTACT JOSH KOSS

Encumbrance 20040804 (006)USD 86013~ MOTOR VEHIGLE OPERATIONS 66013600 66030 SUPPLIES (CONSUMABLE) 0000 1006 3606  21/22 050 FSGARAGE - GORREGTIVE - GENERAL SUPPLIES-7/1/21 TO 6/30/22

Encumbrance 20240804 (006)USD £6025 - PAINT SHOP. 66023800 66232 SUPPLIES -REM- BUILDING MAINTENANCE 0000 1006 3801  21/22 0SOFS PAINT - CORRECTIVE- GENERAL SUPPLIES - 7/1/21 TO 6/30/22

Encumbrance 20040804 (006)USD 86025 - ELECTRICSHOP 66025860 66292 SUPPLIES -REM- BUILDINGMAINTENANCE 0000 1006 3801  22/23 FS.0SO- ELECTRIC - GENERAL SUPPLIES - PREVENTIVE ADDED FUNDS -7/1/22 70 6/30/23

Encumbrance 20040804 (005)USD §3083 - HOUSING FACILITIES SERVICES 63083650 66282 R&M - BUILDING MAINTENANCE 0000 5310 4801 2223 HS 650.249 OPENPO REPAIRS TO SDSU RESIDENCE HALLS ON AS NEEDED BASIS JULY 2022 THROUGH JUNE 2023
Encumbrance 20240804 (005)USD 66054~ STEAM SHOP 66054860 66431 SUPPLIES - R&M - UTILITIES 0000 1006 3901  21/22 050 FSHEATING AND VENTILATION - GENERAL SUPPLIES- 7/1/21 TO 6/30/22

Encumbrance 20240804 (004)USD 60550~ INSTRUCTIONAL TECHNOLOGY SERV  60550-144 61905 EQUIPMENT 7147 1050 3616 23/24 Bk, Belden 16944 Rg6 Coax Cable 1000 Black/Reg, oK), i e for Summer
Encumbrance 20240804 (D04)USD 64010~ PLANNING, DESIGN & CONSTRUCTION 64010-050 60725 MAJ CAP OUTLAY EQUIPMENT 9643 1051 4101 Quote 221 , Unite ! le42W

Encumbrance 20040804 (004)USD €6010- FACILITIES SERVICES ADMIN 66010-573 66030 SUPPLIES (CONSUMABLE) 0000 1006 3701  22/23 FS CUSTODIAL - CARPET CLEANING SERVICES - ADDITIONAL SERVICES NEEDED THROUGH 6/30/2023

Encumbrance 20240804 (004)USD 65010+ FACILITIES SERVICES ADMIN 66010-982 66032 SERVICES 0000 1006 3701 20/21 0SO ASNEEDED- AS- FIRE SUPPRESSION AFTER HOURS SERVICE CALLS ~7/1/20 TO 6/30/21

Encumbrance 20040804 (004)USD 66053 - REFRIGERATION SHOP 66053660 66431 SUPPLIES -R&M - UTILITIES 0000 1006 3901  20/21 050 FSREF/CHILL PLANT - GENERAL SUPPLIES -7/1/20 T0 6/30/21

Encumbrance 20240804 (004)USD 66054~ STEAM SHOP 66054860 66431 SUPPLIES - R&M - UTILITIES 0000 1006 3901  21/22 05O FSHEATING AND VENTILATION, PREVENTIVE - GENERAL SUPPLIES, ADDED FUNDS - 7/1/21T0 6/30/22

Encumbrance 20040804 (003)USD £3081 - OFFICE OF 63081527 616151T MAINTENANCE & SUPPORT 0000 5310 4801  (23/24) TULAROOMS- EXTRON 60-1665.01, 0CS 100W- Occupancy Sensor -Wall Mount

Encumbrance 20040804 (003)USD §3083 - HOUSING FACILITIES SERVICES 63083650 66282 R&M - BUILDING MAINTENANCE 0000 5310 4801  21/22 HS 650-104 JOHNSON CONTROLS. OPEN PO FOR EMERGENCY REPAIRS TO SDSU RESIDENCE HALLS ON AS NEEDED BASIS JULY 2021 THROUGH JUNE 2022
Encumbrance 20240804 (003)USD 66010~ FAGILITIES SERVICES ADMIN 66010-573 66030 SUPPLIES (CONSUMABLE) 0000 1006 3701  22/23 FS0SO- STARTUP INVENTORY FOR NEW CENTRAL WAREHOUSE - GENERAL SUPPLIES
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20240701 70030936 50102 BASIC TUITION FEE 8400 1006 602¢ . A
202407-0 (551,460.00) USD 70030 BUDGET AND FINANGE INSTITUTIONAL 70030948 50108 NON-RESIDENT TUITION FEE B400 1006 6024 .
20240701 (100211.00)USD 63081 - OFFICE OF HOUSING ADMINISTRATION 63061860 50410 HOUSING REVENUE OTHERS 0000 310 So01 .
20040701 : 70030936 50102 BASIC TUITION FEE 8300 1006 6024 .
2240701 (9378354)USD 67011 - PARKING OPS & TRANS SVCS 67011875 50442 PARKING METERS 0000 470 so01 .
20240701 63083 HOL IE: 63083007 66252 R&M - BUILDING MAINTENANGE 0000 530 401 ¢ JAMAGE
20240701 J 70030939 50435 CAMPUS UNION FEE 8400 5340 6024
20240701 z 70030847 50109 FOREIGN TUITION FEE 8400 1006 6024 .
2240701 (4653096) USD 70040~ COVID-19.- INSTITUTIONAL/FEMA 70040904 66030 SUPPLIES (CONSUMABLE) 600 4699 301 ¢
20240701 69052+ UNIVERSITY CONTROLLER 69052000 50152 INSTRUCTIONALLY RELATED ACTIVITY FEE 8400 4631 602¢ .
202407-0 (31.72097)USD 60523 IT INFRASTRUGTURE OPERATIONS 60523000 60455 OTHER COMMUNIGATIONS B INGOME GREDITS s 006 36161
20240701 (2623345 USD 60523 - IT INFRASTRUCTURE OPERATIONS 60523710 60455 OTHER COMMUNICATIONS CB INCOME GREDITS 1015 1006 3616 1
20040701 (17,50000) USD 70030942 50155 OTHER MANDATORY FEES (CAT | CSU 485) 8400 1031 6024 .
2240701 (1575000) USD 60522 - IT USER SERVICES 60522000 61620 IT SOFTWAREINCL LICENSES, MAINTENANCE & SUPPORT 0000 1006 3676 les Orcer |
20240701 ( 70030948 50108 NON-RESIDENT TUITION FEE 8300 1006 6026 .
20240701 (12:627.00) USD 60525 - T NETWORK & INFRASTRUCTURE 6025502 58084 COST RECOVERY FROM HOUSING 3200 1006 5001
20240701 (11,10300)USD €6010- FACILITIES SERVICES ADMIN 66010573 66030 SUPPLIES (CONSUMABLE) o000 1006 3701z
2240701 (1052500)USD 66042 - COGEN SHOP 66042:860 66432 SERVICES -R&M - UTILITIES W0s0 1006 3001 :
20240701 (1046182) USD 60525~ T NETWORK & INFRASTRUCTURE 60525101 58080 COST RECOVERY FROM SDSURF 3200 1006 5001
20240701 x 70030939 50435 CAMPUS UNION FEE 8300 5340 602¢
20240701 (842221)USD 60525 - IT NETWORK & INFRASTRUCTURE 60525101 58089 COST RECOVERY FROM OTHER 3200 1006 5001
2240701 (756179)USD 67011 - PARKING OPS & TRANS SVCS 67011933 50440 PARKING PERMITS 0000 470 so01 .
20240701 (7.14000)USD 67011 - PARKING OPS & TRANS SVCS 67011620 50440 PARKING PERMITS 8300 470 602¢ .
202407-0 (614942) USD. 60511 - IT FINANGE & ADMINISTRATION 60511720 60455 OTHER COMMUNIGATIONS B INGOME GREDITS s 1006 3616
20240701 2 70030998 60135 SUPPORT STAFF SALARIES 0000 006 3301t
20040701 (5329.50)USD 60525 - IT NETWORK & INFRASTRUCTURE 60525101 58083 COST RECOVERY FROM ASSOC STUDENTS 3200 1006 001 1
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Step 9 — Once the file opens in excel delete rows 1 & 2 and columns A & E to enable sorting. To delete a row or column
you would select the row or column you want to delete, right-click, and then select “Delete”.
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5 & 8/6/2024 497.26 USD 61010 - BUSINESS AND FINANCIAL AFFAIRS, VP, OFFICE OF 61010-500 66032 SERVICES "1050 006 3606 22/23 Uniy
6

7

8

9

8/5/2024 106131 USD 61010 - BUSINESS AND FINANCIAL AFFAIRS, VP, OFFICE OF 61010-500 66032 SERVICES "1050 006 3606 18/19 Univ

8/5/2024 120214 USD 61010 - BUSINESS AND FINANCIAL AFFAIRS, VP, OFFICE OF 61010-500 66032 SERVICES "1050 006 3606 University
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Step 10 — Sort by “Encumbrance Date” in column N by selecting a cell in the column, right-clicking, and selecting “Sort”
then “Sort Oldest to Newest”. Prior year encumbrances are any encumbrance with an “Encumbrance Date” prior to July
1st of the current fiscal year.

Inseit  Pagelayout  Formulas  Data Natasha Manus

P P Do B [ | S Auosum - A
Arial -0 A A Date M D Normal Bad Good Neutral gm O ; Y ) J
e 2w Conitonal Form - \EEI EE\' F g sz&rd& cE)pDr c % d
aste . . c A . . <g o Conditional Format as @ Explanatory ... ~| Insert Delete Format ort & Fin reate reate PDF an
" ¥ ormatpaimer | & T U L O A R @ | § 9 0 | E &) Formatting~ Toble Lt penator (IR |- - . | @Cerm  Fiter- Select- | and Share link Share via Outlook
Clipboard ® Font B Alignment ® Number B Styles Cells Editing Adobe Acrobat ~
N2 & Fe || 5/31/2024 -
Arial AR -%
= G H I J K L M N R [} =
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