
Change Encumbrances – FGAENCB 

 The Encumbrance form (FGAENCB) is also used to adjust encumbrances that have been 
completed and approved. On this form, amounts can be increased or decreased and FOAPAL 
items can be modified. In order to close and liquidate an Encumbrance, a request will need to 
be sent to Financial Planning & Budgeting. 

• Navigate to FGAENCB and press Enter on your keyboard. 

 

• Enter the Encumbrance Number to be adjusted and select Next Block (Ctrl + Page Down) to 
enter form. 

 

• Enter the amount of the encumbrance adjustment in the Document Total field. 
o To Increase: Input a positive amount 
o To Decrease: Input a negative amount 
o To Update FOAPAL only: Input zero 

• In the Transaction Date field, put today’s date. The transaction date needs to be in the 
current month or else there may be an error and the Change Encumbrance will not be 
completed. 



 

• Enter the encumbrance change number and a description 
o Note: this is user assigned and must be unique. Suggested numbering is to use 

‘EC’, the encumbrance number, leading zeros and a 1 for the first change, 2 for 
the second change. Example, encumbrance number E0000376, first change 
number is EC376001 and second change is EC376002.  

 

• Perform a next block (Ctrl + Page Down). 

• Tab to the Journal Type and enter E020. 

• Tab to the amount and enter the amount of the change. 



 

o Note: If you are reducing the encumbrance, enter a negative number 
o Note: if you are changing the FOAPAL only, add a negative number for the total 

amount of the encumbrance line. Then use your down arrow to add a new line 
using E100 and entering the FOAPAL information 

• Perform a next block (Ctrl + Page Down). 

 

• Select Complete or In Process. 

 


