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LAWSON financial system

Requisition Approval
User’s Manual
Sept. 1, 2005

1 Navigation
The Lawson system consists of web based applications that each user will be able to access from a bookmarked or a link directly from their desktop. 
The URL to access Lawson is:

http://pisdlawson/lawson/portal
Each user will be required to enter a user name and password to access Lawson. The passwords are case sensitive and are created by the PISD Lawson System Administrator.

[image: image1]
· Enter your user name and Password and click on the Login button. 
· The user names and passwords are case sensitive.

Contact the PISD Technology Services Helpdesk if you experience problems logging on to the system or have issues with any of the applications. 
(PH: 70260)
· [image: image4]Once the user name and password are accepted the following Lawson screen will appear. 
· [image: image5.wmf] 

Users can type the form number in the navigation box in the upper left hand corner of the Lawson main form. 

· Users can also type in the RQFL and POFL to access the Lawson Requisition and Purchase Order module flowcharts. 
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· On any Lawson form you can click Help and the following menu will appear.

· Click on the Hotkeys option will display the list of shortcuts.

· The Lawson ERP form shortcuts can be used on all Lawson forms 

There is a complete list of these shortcuts in the appendix of this document. 

Note: Shift+N will allow you to have more than one Lawson form accessible at any one time. 
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Approves will have in-baskets that can be accessed from the HOME tab on any Lawson form. Click on the responsibility and all released requisitions that require the user’s approval will be displayed.
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2 Approval Process
2.1 Approve a Requisition
When a requisition is released the system will perform a budget edit check to verify that the account codes that are assigned to the requisition have the available budget dollars to release the requisition. If there is adequate budget the requisition will release and the status will change to Needs Approval and the requisition will be in the Lawson Approval process. If there are insufficient funds for the assigned budget a message will display stating that the requisition cannot be released and state the exact dollar amount that the requisition has exceeded budget. 
Budget approval process per Business Office Procedures Manual (BOPM)
· Budget Holder must always approve for their responsibility code.

1. If fund = 411 or if object = 6325, the requisition approval is routed to Instructional Technology, then to ASCD, then to Purchasing.

2. If fund = 204, 211, 212, 255, 262, 263, 269, or if program code = 25, the requisition approval is routed to Special Services/Special Programs, then to Purchasing. 

3. If fund = 401, 404, the requisition approval is routed to Curriculum and Instruction, then to Purchasing.

4. If fund = 224, 225, then route to Special Education, and the total requisition is over $3,000 and if object code = 6219, 6398, or 66XX then route to Special Services/Special Programs, then to Purchasing.

5. If fund = 480, then route to Grant, Writing & Education Foundation, if total requisition is over $3,000 and if object code = 6219, 6398, or 66XX then route to school’s Associate, then to Purchasing.

(Fund 480 will have campus number as responsibility code)

· If not routed in #1- #5 above, and the requisition total is less than $3,000, the requisition is approved by the budget holder and is then routed to purchasing. 

· If not routed in #1 - #5 above, and the total requisition is $3,000 and the object code is 6219, 6398 or 66XX, the requisition approval is routed to the Associate Superintendent, then to purchasing. 

· If not routed in #1 - #5 above, and the requisition total is $10,000, the requisition is routed to the Associate Superintendent, then to purchasing. 

· Travel approvals are required for federal funds and exceptions to the $115/night. To be determined.

· Bond funds. To be determined, if necessary.

Approving a Requisition

Requisitions are routed to approvers using the Requisition Approval In-basket. Each approver will be assigned an in-basket. You may have more than one if you are assigned additional responsibility codes.
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The in-baskets will be book marked for all users that have been established as approvers. When the approver clicks on their in-basket link the system will display all unapproved requisitions that require their approval. 
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Clicking on the requisition number will display the requisition details so that the approver can determine if the requisition should be approved, rejected or unreleased for changes. 
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The approver can click on the requisition tabs and move through to view the requisition details. 
The approves has 3 approval options

1. Approve: this will send the requisition to the next level of approval, if required. Once the requisition has been approved at all levels the status will change from Needs Approval to Processed. This can now become a purchase order. 

2. Unrelease: this will change the status of the requisition back to unreleased and the requester can make adjustments and resubmit for approval. Once resubmitted, the requisition will go through all required levels of approval, 
OR

3. Reject: (Do not use without talking to Purchasing first) rejecting will end the process and the requisition will have a status Reject. A requisition with a reject status cannot be changed. A new requisition will have to be processed. 
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Approve

1. Click on Approve and the following message will appear.

2. Click on OK

3. The following message will appear

4. Click on OK

5. This will take the user back to the in-basket and the requisition will no longer be listed as needs approval.
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Unrelease 

The unreleased will take the requisition back to its original status of unrleased and will allow the requester to make the necessary changed to be approved. 
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Click on the in-basket for the Approver
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This will display all requisitions that require action to be taken by the budget holder for this requisition.

Click on the requisition to be processed. This will display the requisition details.
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When a requisition is to be unreleased so that changes can be made and resubmitted through the approval process take the following steps.

1. [image: image23.png]=

ArtacamenTs
_a 3

+ 00 coMMENTS TO PRINT ON HEADERS ONINTERNAL DOCUM| (23 Comments to Printon Requistions

-+ 33 comments To PRINT ON REQUISITIONS ‘Comments to rint on Purchase Orders

+ £ COMMENTS TO PRINT ON PURCHASE ORDERS Comments to Print on Purchase Orders as Traikr Comments

-+ COMMENTS TO PRINT ON PURCHASE ORDERS AS TRALLEI| (=3 Comments o Print on Pick Lists
-+ 3 CoMMENTS TO PRINT ON PICK LISTS

-+ COMMENTS TO PRINT ON DELIVERY TICKETS

-+ COMMENTS TO PRINT ON RECEIVING DOCUMENTS
-+ LI REQUISITION HEADER DISPLAY ONLY COMMENTS
-+ CIBILL TO ADDRESS TO PRINT ON PURCHASE ORDERS (2381170 Adaress to Prin on Purchase Orders
-+ nworce commenTs Invoics Comments

‘Comments to Print on Defvery Tickets
‘Comments to Print on Receiving Documents
Requistion Header Display Only Comments



Click on Add Comments on the requisition. 

2. A comments page will display then click on comment.

[image: image24.png]LAWSON"

Detach

- O comment

-+ ) COMMENTS TO PRINT ON HEADERS ON INTERNAL DOCUM
-+ 33 comments To PRINT ON REQUISITIONS
-+ COMMENTS TO PRINT ON PURCHASE ORDERS
-+ ) COMMENTS TO PRINT ON PURCHASE ORDERS AS TRALE
-+ 3 CoMMENTS TO PRINT ON PICK LISTS
.
.

23 COMMENTS TO PRINT ON DELIVERY TICKETS
23 COMMENTS TO PRINT ON RECEIVING DOCUMENTS
~ 3 REQUISITION HEADER DISPLAY ONLY COMMENTS.
@
-+ LI BILL TO ADDRESS TO PRINT ON PURCHASE ORDERS
-+ nworce commenTs

Text:

Tite: [Incorrect budget code

Welcome, Mike Snow (Grand |

This & the incorrect budget code. This
should be 11.112.011.112|





3. Click on “Requisition Header Display Only Comments”


4. Click on Add Comment

5. Add a title

6. Type the message text. This is freeform text with no limit to the number of characters that you can type.

7. Click on add

8. Click on Close

9. This will take the approver back to the requisition that appears in his in-basket

10. Click on Inquire – this will change the Add Comment to “Has Comments”.

11. Click on Unrelease and the following message will appear. 
12. Click on OK and the following message will appear.


13. Click on OK and this will take the approver back to the in-basket and the requisition will not be listed as one that requires action. 
14. Notify the requester that the requisition has been unreleased and that changes are required in order to be approved. (As shown below)
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Note that the requisition in RQ10 has comments and that the status is unreleased. This will allow the requester to make the necessary changes and release for approval. 
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