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As an alternative to the PORECON process, a ledger encumbrance balance related to an 
eBuy PO can be reduced through the PO change order process.  This is accomplished by 
reducing line item quantity or amount.  Reducing PO quantity or amount is appropriate 
subsequent to vendor payment due to circumstances involving price reduction, unit of 
measure, item availability, sales tax, freight, etc.. 
 
Since the PO has payment activity, the effected line and related FAU(s) can not be 
reduced below the amounts vouchered. 
 
Steps to reduce encumbrance balance via PO change order: 
 

• Identify the PO encumbrance amount and related FAU needing to be reduced  
 

 

Example PO  
10003021 having a 
$5.78 balance needing 
to be reduced to $0.00

 
 
 
 
 
 
 
 
 

 



DAPO Change Orders to Reduce Encumbrance Balance (eBuy DAPO PO’s Only) 
 

Created: 6/8/2006  Page 2 of 7 
By: UCR Financial Services 

 
 

• Perform a search in eBuy for the PO and under Action click on “This Order”. 
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•  Prepare PO change order in eBuy 

 

 

“Create Change 
Order” action 
should be available 

 

 



DAPO Change Orders to Reduce Encumbrance Balance (eBuy DAPO PO’s Only) 
 

Created: 6/8/2006  Page 4 of 7 
By: UCR Financial Services 

 
 
 

 

Enter reason for change 
order and click “Create 
Change Order” 

Select “FAU” to view and ensure it is the same FAU needing 
encumbrance reduction.  After this validation click “Edit” 
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Note voucher history 
of this PO line item 
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In this example, the 
PO encumbrance 
amount on the ledger 
is $5.78.  To reduce 
this amount to $0.00 
reduce the unit price to 
$5.00 and select “No” 
for Taxable (as this 
particular item was not 
subject to sales tax). 
 
Click “Save” 

 

 

Note Grand Total 
change. 
 
Select “Authorize 
Payment” when done 
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• As with the PO Close process, it will take two-three business days for the 

encumbrance reduction to appear on the Financial Transaction Detail Report.  
 
 

PORECON (UCRFS) DAPO eBUY CHANGE ORDER 
Prevents any further activity from 
occurring against the entire PO and releases 
remaining encumbrance balance 

Reduces encumbrance balance related to a 
given line item on a PO; PO is still 
available for other changes/modification 

A payment must have occurred against the 
PO 

A change order can occur even if no 
payments have been processed; if payments 
have been processed change order is 
limited to remaining balance on line item 
(quantity and/or price). 

PO encumbrance must be at least 90 days 
old 

A change order can occur at any time after 
the encumbrance is established 

This process is available for migrated 
purchase orders (SubPO & Polite) as well 
as eBuy purchase orders 

Change order function is only available to 
departmental users on eBuy DAPOs 
(change order against purchase requisitions 
must be coordinated with Central 
Purchasing) 

Encumbrance balance is not greater than 
$500 (increased to $1,000 during May 
2007) 

Not applicable 

PO must be within user’s accountability 
structure 

Same 

Cannot be used on subcontracts, leases and 
blankets 

Same 

Encumbrance release will appear on 
ledgers within 2-3 days 

Same 

Typically processed by person responsible 
for departmental general ledger 
reconciliation in coordination departmental 
person responsible for purchasing activity 

Typically processed by the person 
responsible for departmental purchasing 
activity in coordination with departmental 
person responsible for general ledger 
reconciliation 

 
 
 

 


