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Navigation and Login
The Lawson system will be web based applications that will be able to be accessed from a bookmarked or a link. 

To begin, open your internet browser (like going to Pasadena ISD Home Page), type in 

Internet address line -   http://lawdevapp01.pasadenaisd.org/lawson/portal/index.htm
 then add to Favorites.  You will not need to type this address in again.  Hopefully, links will be established on your dashboard that will link you directly to site.  

Each user will be required to enter a user name and password to access Lawson. The passwords are case sensitive and were created by the system administrator.
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· Enter your user name and Password and click on the Login button. 

This is the same user name/password you would enter log into your computer.
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This is the screen that will appear.
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1  Non-Standard Purchases
Non-standard purchases are those requisitions that need to be paid but have not gone through Purchasing.  These transactions must be recorded in Lawson.  This section provides instructions of how to handle non-standard purchases.  

Review  policy on Non-Standard Requisitions can be  found at http://www.pasadenaisd.org/finance/bopm.htm - Business Office Procedure Manual. 

1.1 Basic Entry of a Non-Standard Purchase
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Company:
PO:

vendor:
Purchase From:
ship To:
Invoice Date:

PO Total:

Currency:

FC Line Item Detail Quantity UOM  UnitCost  Pur. Divr

Line Detail
Description Type — Account
Vendor Ttem Service Code

€] Done. © Intermet




PO:  leave blank will automatically assign PO number.

Vendor:    Type in Vendor Number


· You may enter Vendor Number in two ways:

·   If you know the Vendor Number, you may type number in.  You do not have to use the drop down option.  This applies to all fields with a drop-down menu within the Lawson system.  You cannot make up a number.  Vendor ID’s are already established in vendor table.    

·  If you do not know the Vendor Number, you need to select the drop down arrow.  The following screen will appear.   If Vendor is not in database and it is a one-time vendor purchase, you may enter vendor “20044” – as a miscellaneous purchase.  However, if an actual vendor has been established, you must use that vendor number.  If you need to establish a new vendor, you will need to contact Accounts Payable.

· To search for a vendor, on the left-hand side under Find Options,  Find Value,  type in a portion of the vendor name you are looking for with an * at the end.  (example:  If you were looking for Barnes & Noble,  type in Barn* .  It is not necessary to type the entire name of vendor.)

Select Find, and selections of Vendor with your indicated search criteria will be viewed.  You may have to choose page up or page down on screen window.  Your vendor can be selected by left clicking on mouse.

· A report can be designed to bring up the Vendor file in Excel.  This information will be covered later in “Reports”.  It is not necessary to print out the vendor list.  We discourage you from doing this.  It is a huge table.  The vendor table includes vendors district-wide not just your location/department.

Please note:  Just because they are listed in the vendor file, does not mean that they are an approved vendor.  The Vendor file is for any checks that have been written.
Ship to:  Your location/department. 

Invoice Date: Enter invoice date on invoice.
FC: Enter “A”.  
Item Description: Enter type of purchase/requisition – subscription, registration, etc. DO NOT use drop down!
Quantity: Enter quantity of item.

UOM: Enter unit of measure listed on invoice

Unit COST:  Enter amount of purchase.

PUR:   Select Major Purchase Class
DLVR:  Date of invoice 

Account Unit:  You may select drop-down menu.  Only your accounts will appear.

Next Field:  This is formerly known as the object code.  Select from drop down if uncertain.

Click “Add”

Click “Release”

Write PO # on Invoice

Invoice is sent to Accounts Payable after Budget Holder manually approves with appropriate documentation.
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