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This is a process that is run to close the current fiscal year Salary Encumbrances.  The 
UWSA Payroll Interface (PI) Accountant should run this on the appropriate day to ensure 
that all salary encumbrances are closed.  The job is usually run after the last Classified 
calc has run through Suspense.  (It is pertinent that all encumbrances be closed after the 
end of month payroll is processed so that the Controller’s Office has accurate fund 
balances in their reconciliation process).  The journals will post to period 13. 
 
 
Navigation is as follows: 
 
SFS Extensions – Salary Maintenance – Process – Encum Yearly Closing (0632) 
 

 
 

 
 
Click on the ‘Search’ button.  The following screen is displayed. 
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Click on the ‘Run’ button.  The following screen is displayed. 
 
 
 

 
 
 
Click the ‘OK’ button.  It takes you back to the screen at the top of this page.  Click on 
the ‘Process Monitor’ button.  The following is displayed. 
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Once the distribution status is ‘Posted’, click on ‘Details’.  Then click on ‘View 
Log/Trace’.  Click on the PDF file.  Print the report if you want it for your records, or 
just review.  (See next page) 
 
Go through this same procedure for each Business Unit. 
 
To verify that everything is closed, run a query against the UW_APPT_REG_BAL table.  
Run the query with an encumbrance status of ‘A’.  Should give you zero (0) results. 
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