
Encumbrance Processing in buyLU 
 
 
This process should be used when invoices will need to be paid to multiple vendors for the same thing.  This process was 
developed to replace the Banner encumbrance process. 
 
 

Creating the encumbrance 
 
 

1. Select Forms from the buyLU home page. 
 

 
 

2. Select Encumbrance Form. 
 

 
 
 
 
 
 



3. Complete the form and from the dropdown at the top right select “Add and go to Cart”, then select Go. 
 

 
 

4. Proceed to Checkout or Assign Cart to the user who will be completing the requisition. 
 

5. Complete the requisition and submit. 
 

6. PO is created using LU Encumbrance as the vendor once Financial approvals have been recorded. 
 
 

 
 
 
 



Requesting a payment against an encumbrance 
 
 

7. Complete the buyLU Encumbrance Payment Template (excel document). 
 

8. Select Forms from the buyLU home page. 

 
9. Select Encumbrance Payment Request Form. 

 
 

10. Complete the form and attach the buyLU Encumbrance Payment Template. 



 
 
 

11. Select Add and go to Cart then select Go. 
 



 
 
 

12. Select Proceed to Checkout 
 
 

 
 
 
 

13. Enter the same FOAPAL information as was entered on the Encumbrance then select Submit Requisition. 
 



 
14. Once approved the Encumbrance Payment Request will be processed by AP. 

 

 
 

15. Manual invoices will be created in buyLU. 
 
 

16. AP will put the PO number in the Encumbrance PO Number field in the General section of the invoice. 
 



 

 
 

17. Add a non-PO line for the expense 
18. Complete the FOAPAL on the invoice to match the FOAPAL on the PO. 
19. Complete the commodity on the invoice to match the commodity on the PO. 
20. Finalize the invoice. 
21. The invoice is fed to the LU custom code. The custom code knows to process this invoice as an Encumbrance 

Invoice because the “Encumbrance PO Number” field has a value.  
22. Verify that the PO number is valid and the PO exists in Banner.  
23. The invoice is converted to a feed document using the following mappings: 

a. Banner Feed Transaction date -> buyLU Invoice Accounting Date 
b. Rule code E030 is partial liquidation, E032 if full liquidation 
c. Banner Feed Amount and FOAPAL from PO 

24. The regular invoice (Q invoice) is processed normally through eInvoice for the expense and AP postings.  


