
Q3. How do I view open encumbrances? Should I use PeopleSoft, Orbit, or both? 

You can view encumbrances in both systems.  The difference will be PeopleSoft is in real time 

and Orbit is on a 24-hour delay cycle. 

To view open encumbrances using PeopleSoft: 

1. Login to PeopleSoft Financials using your UTSW username and password. 

2. Select Main Menu, Financials Supply Chain, Commitment Control, Review Budget Activities, 

and Budgets Overview. 

 

 
 

 
 

 

 

Leave the Inquiry Name field 

blank and click Search. 



3. Any of the Chartfield Criteria may be used to find the budget that you would like to view.  We 

suggest the Project ID number.  Additionally, you may also elect to change the Activity to 

whichever activity period you would like to view. 

 

 
 

4. Click Search at the top of the Budget Overview page to run the query. 

 
5. Once the query has run, the Inquiry Results page will populate. 

 

 
6. In the screenshot above, users may click the links within the Encumbrance and Pre-

Encumbrance lines for more information, including the Activity Log.   



 
7. If you receive the following message below, click OK and close the window.  You will be taken 

to the previous screen.  Enter “10000” in the “Max Rows” field.  Click Enter, then click the 

encumbrance amount again. 

 

 
8. Click Display Open Encumbrances Only in the Activity Log of the encumbrance. 

 
9. Click the grid icon and choose Download Activity Log table to Excel.  The Excel file will open. 

 



10. The file provides information about open encumbrances (non-payroll) needing to be resolved 

for a zero balance.  The type of encumbrance will determine which department can assist with 

resolution efforts (i.e., Accounting, Budget Office, Purchasing, or SPA Non-Industry Contracts or 

Clinical Trial Finance Teams).  Note:  PeopleSoft will only give amounts for payroll, not 

individuals.  To determine payroll encumbrances by employee, the report must be run in Orbit. 

 

To view open encumbrances using Orbit: 

1. Go to the myUTSouthwestern intranet page 

2. Under Tools, select Orbit UT Southwestern Reporting Portal 

 

 

 
 

 

 

https://www.utsouthwestern.net/


 

 

3. Locate KK Commitment Control Transactions report (KKi001) under Subject Area: Financials.  

With your mouse, right click the Full Version to open in a new tab. 

 

 

4. Report will open and default at “All” for each filter option.  Users can pull grant non-labor open 

encumbrance information by the Level 5 Department ID, project ID or PI, etc. as needed.  

• For labor encumbrances, please utilize the PFi003 Payroll Open Encumbrances by 

Funding Department report. 

 

PFi003 Payroll Open Encumbrances by Funding Department 

 



Available Resources 

Please refer to this matrix for assistance with closing open encumbrances: 

https://www.utsouthwestern.net/intranet/administration/accounting/doclib/encum-pre-encum-

guidelines.pdf 

If your encumbrance will be closed by purchasing, include the buyer in any emails sent.  In PeopleSoft, 

you can find department contacts by searching your department number and scrolling down to the PO 

close department.   

END OF INSTRUCTIONS 
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