Procedures for Inputting Assets into the AM System through a
Non-Standard PO

Secretary/Bookkeeper will create a Non-Standard Purchase Order at their location to
order an Inventory or Fixed Asset, usually from Dell Marketing.

2 Lawson portal - Purchase Order Entry (PO20.1) - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help ‘a.

@Back hd ‘.J @ @ \f_;j pﬁearch ‘-‘T/r\\?Favnmtes @ &2v LL_\F B = I_J .‘3

fddress |@ hittp: £} b1, pasadsnaisd. orgjlawsonyportalindes: htm?_TKN=PO30.1 v| Go  Links ®
Welcome Marnie your Productline is PROD [logaut]

LAWS@N Purchase Order Entry (PO20.1) @- (7]
My Shortcuts NS Version 10.0 o]

PO Date 0i2sfz010

Sgarch..,

Requisitions {RQ10% Company 199 Buyer 001 PO Total

PCC AccountBalance {CBES9)
Cash Payment Register (AP265
L Detail Report (ZG298)

Rpt.GL Line

Item Detail

PISD MOMN-STAMDARD

Quantity

MonStandard Requision (PO20) PO l—E NS Revision

Receiving (O30 vendor 1zm40f  DELL MARKETING L P Currency

PCC Invaice (EE20.2)

PCC Expense Derall (EE20.3) Purchase From &

PCC Expense Release (EE35.2) Print To [oor (4 PASADEMA HS

PCC Unreleased checks (EEZ20... Invoice Date{Today or =) |U3J25rzu1u Position To | 2|
PCC Reconciliation (CB80 Asset Item(s) Status for PO [4as 4sseT(s) =l Bid Number |

| Default Header I Total | Add Cmt |

Unit Cost Pur. Cls.  Dlvr

Requisition Inquiry (RQ44) ol L |PLASMA TELEVISION o4 | sleacd | goo5.00 | (4 [EREE0 (THore
Employee Laokup kE TTH [1aGuar 2 zeadd | soooo.on | [ [oaEskon [yore
Expense wiPurchase Order({CLZ —
X 0 (4]
Transaction Anahysis (GL90) ke T ILapToR compuTER o | wleadd | 121300 M |
L Surmmary Report ZG295) M o [ | [ 8 T [ & T [itore.
Activity Code Repart (AC290) [[E [ | 2| | @ | IE | [{hore
Activity Code Commitments (A
lournal Entry (CL40) Line Detail ] Activity, Asset | Tax | Pricing | Cancel | User Analysis |
Employee Self-Service Description Type Fund — Acrount
Useer - Multi Step Job Def SR [¢l  [rec@d  [rroororsoo B [ews® @ [mur
Activity | 7 Account Category | 2| o
I £ [ z]  Mon-Service Item
b
| B

a Done

" start

o Inbo:

2} Lawson portal - Purch...

&2l Document? - Microsof

D Internet
W@ v, nszem

At Asset Item(s) Status for PO, use drop down to choose HAS ASSET(S).

Enter each line item in the usual manner. The “Line Detail” section is completed as
usual. However, for each line that has an asset item, you must do the following:
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Click on the Activity, Asset tab at the bottom.

DO NOT SPLIT THE COST OF ASSETS BETWEEN BUDGET
CODES!

Example: ordering 7 computers to be charged to 199...6398 and
211...6398. You must order 3 from one code (one line item) and 4
(different line item) from the other. The system does not recognize split
codes and will assign all the assets to one code.
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Choose the proper Asset Template using the drop down

Asset Template is made up of four parts: 199 F 001 100

199

Designates the Fund 199

F Designates Fixed Asset (or | for Inventory Asset)

001

100

information on it!)

YOU MUST DO THIS FOR EVERY LINE THAT HAS AN ASSET!

Designates Campus Location (in this example, the campus is Pasadena HS)

Designates the Catalog Index Number (You will be given a table with this
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When you have entered everything for the order, click “ADD.”

' Internet

When you have completed your entries for the NS-PO, you are ready to release and print

the NS-PO.
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Click “Inquire” drop down arrow to find “Release”



In the drop down menu, select “Release.”
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When “Release” appears in the blank, click on it to release the NS-PO.
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The PRINT function is found in the same drop down as the RELEASE



