
Searching Encumbrances 

FMAX does not allow a “click-through” to encumbered costs on the Cost Analysis screen, but users can 

search for encumbered costs using the Purchasing Module.  First, determine which Work Order(s) the 

encumbered costs are associated with by viewing the Work Order Cost Analysis.  Then proceed to the 

Purchase Order screen using the following steps to find the cost details.  Purchase Orders in a FINALIZED 

status are included in the encumbered costs; Purchase Orders in a CLOSED status are included in the 

actual costs. 

 

1. Choose the Purchasing Module from the menu 

  
 

2. Choose the Purchase Order screen  from the Purchasing menu that appears 

 
 

3. Click the Search Icon in the upper right 

 
 



4. Scroll down to the section for Disbursement Defaults in the search criteria.  Enter the Work 

Order number as search criteria, then click the Execute Search icon in the upper right 

    
 

5. Click on a Purchase Order number to view the details.  Purchase Orders at status Finalized are 

included in the Encumbered total on a Project, Work Order, or Phase 

 
 

6. The Purchase Order details include a description of the vendor/contractor, descriptions of the 

individual materials or services, and the breakdown of the cost and markup. 

 


