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Creating a Pre-Encumbrance in FAMIS Portal 
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Step 1: Log into FAMIS 

 

 
                                                                                                               Figure 1 
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Step 2: Select Purchasing & Payments from the menu on the left side of the page 

 
            from the drop-down menu, select Pre-encumbrance 

 

 
                                            Figure 2 
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Step 3: Enter appropriate budget information (details on page 5) 

 

 
                                         Figure 3 
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Required Fields in Figure 3 
 
District   -   Enter applicable District 
Quick     -   Enter applicable Quick code (a list of Quick codes are provided for each district by clicking on  
   the search icon on the near right) 
Object    -   Enter applicable Object code (a list of Object codes are provided by clicking on the search icon  
   on the near right)  
Location -   Enter applicable Location code 
Activity  -   Enter applicable Activity code 
Amount  -   Enter appropriate Amount for the line  
 
Optional Fields in Figure 3 
 
Additional Information - Although optional, it is recommended that the user enter information about what the 
PE is intended for (tracking purposes). 
Vendor  - If completed, the encumbrance will have to be to the same vendor. Leaving the field blank is fine. 
 
 

• After all the data above is entered, click the  button.  
 

• In the Balance field, the balance of the Spending Plan will be displayed,  i.e. -    
• (if the line amount of the Pre-encumbrance is greater than the balance of the Spending plan, an error will occur) 

 
• To create a multi-line Pre-Encumbrance, click the  button and follow the same process as 

detailed on the top of this page. 
 

• Once complete, click the  button.  
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After the Submit button is pressed, a screen will pop-up with the Pre-Encumbrance# (Figure 4), indicating that the 
document is being processed.  Once the document is processed, another screen will show that the document 
either Posted or Failed. 
 

 
                                         Figure 4 
 

• If the document Posted, the Pre-Encumbrance is done. (To review the details, follow figures 5 and 6) 
• If the document Failed, the document can be retrieved, corrected and resubmitted from the Document 

Status screen (figures 5 and 6).  If the errors cannot be fixed or understood, please contact Client Services 
for assistance at Purchasingportal@schools.nyc.gov or call 718-935-4444. 
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                     Figure 5   
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