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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/ter e then dd 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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1 Record Petty Cash Transaction

Your Petty Cash checking must be recorded in Lawson.  This section provides instructions of how to record these checks.  This data is interfaced to the General Ledger and provides a means of tracking the available cash in the checking account by the accounting department.  They will oversee account and determine when it is necessary to replenish funds.  

Instead of entering on the current Excel spreadsheet program and posting to bookkeeping system, this will consolidate both into this program as well as allowing the Administration Building access to entries. This program will allow posting to your account, reconcile your bank statements, more efficient manner of making deposits, print reports, etc., from your entries into the system. . You will continue to manually write checks, and maintain check register.  Petty cash transactions could now be considered as petty cash requisitions.  In the near future, schools will have their department codes set up.  When that occurs, it will not require you to keep separate books.
Beginning account balance will already be loaded for you.  

Review District Petty Cash policies can be found at http://www.pasadenaisd.org/finance/bopm.htm - Business Office Procedure Manual. 

1.1 Basic Entry of a Petty Cash Invoice
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Company:  199 represents Pasadena ISD.  You do not have to enter.  This information will automatically  

                    update

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.

Remit to:  Your location/department. 

Check Number: Enter check number from checkbook

Bid #:  Bid # must be entered if purchase is over $50.00.  To locate bid #, access 

http://www.pasadenaisd.org/purchasing/Awarded%20Vendors%20-%20May/May%203%202005.pdf. 
Expense:  Expense shows location and check number.  No typing required.  Field will default in.

Payment Date:  Enter Payment Date (you may type it in or use the drop down menu to select a calendar and date).  Entering current day you can enter Ctrl T – for today’s date.  This is the date of check reimbursement. 

Process Level:  Enter Process level (P + Location/department number).

Total Expense Amount:  Enter dollar amount with a decimal point, no $ is required.

Expense Date:  Date of petty cash purchase.
Post Date:  No entry required.  This is date posted from payment date to General Ledger.   

Posting Fund:  Fund 199 (formerly known as BFU) This is Local Maintenance Fund.  Fund 199 is set as default.  If additional fund is used, Title $, Activity, Agency, you could enter that account unit.

Posting Account Unit:  (Formerly known as account code).  The accounting string will be displayed in a different format. No hypens will be used. Periods will separate number displays.  Example:  11.001.011.001*

Refer to http://www.pasadenaisd.org/finance/bopm.htm - Business Office Procedure Manual for codes/descriptions.  

· In the account code example shown above:  11 = Function Code, 001 = Organization, Location/Dept;  011 = Program Code*,  001 = Responsibility Location.   CHANGE:  If function code is greater than 13, then program code is 099.  

· Only your location/department codes will be displayed.  These are the accounting units you have previously established through your budget process.  Account balances will be already set up.

Location:   This is for campus use only.  To be used in future.   

Department:  This is for campus use only.    To be used in future.

Payment Code:  Select MAN for manual check.

Category:  Type of expense.  Select from drop-down menu.

Click the Add Tab located on screen window.   
Note:  Lower left-hand screen will indicate status/problem of action.  


If you have to split an expense between accounts,, you go to EE20.3,
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.

LINE DETAIL Screen
Company:  Information will automatically default from previous screen.

Employee:    Information will automatically default from previous screen

Expense:  Information will automatically default from previous screen
 FC = Add, Change, Delete, see drop-down option for selection choices.  Remember you may type selection in without having to use the drop-down selection.

Category: Type in selection/or use drop down menu.  (This would have been the object code/description.  You are not having to enter 4 digit object code).

Amount:  Enter dollar amount again.  If you want to split distribution between various accounts, this would be the place to accomplish that task.  Distributed amounts have to equal total of check.

Date: This is date of petty cash purchase.

CMT:  Comment screen.  Additional information can be added.  ie. Food for inservice.

Select CHANGE on screen toolbar.

IF you need to add additional checks, put your cursor in vendor box, select ctrl shift K and it will delete form.  Enter next check with information.  Continue this process until you have completed adding all checks.
1.2 Petty Cash Entry for one-time vendor

· If Vendor is not in database and it is a one-time vendor purchase, you may enter account “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.

2 Approval Process

2.1 Release Petty Cash Checks
The release of a petty cash check triggers approval and processing.  If the petty cash check has been coded to use federal funds then the distributions will be routed to the appropriate federal approver for verification.  If the federal approver approves the distributions then distributions will be interfaced to ledger.  If the federal approver disapproves the distributions, a reclass will be done, reversing out the distributions to the local money accounting unit.  
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1. Select petty cash invoice by placing an ‘R’ in the FC field.

2. Click Change (invoice should be removed from list)

      3.   Will send an email to Budget Holder. No action is required from budget holder. Just FYI.
3 Reconciliation

The reconciliation process is an important step in insuring that all checks have been recorded and provides accounting with an accurate balance of petty cash funds.
You have received your current month’s bank statement from Bank of America.  You need to reconcile each check that has cleared the bank.  In the near future hopefully,  Anna is working with Bank of America to automatically reconcile your checks.

3.1 Check Reconciliation

Enter CB80.1 in top left-hand corner of screen.
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Cash Code:  Enter the appropriate cash code (‘P’ + three digit location code)

Transaction Code:  Enter Transaction Code of  MAN (indicating manual check) and click Inquire on screen window.
Reconciliation Statement:  Enter bank statement ending period.  

Position to: 
FC = (Selection Options – R=Reconcile; V=Void, S=Stop Payment; O=Open)  

Select each of the checks that have cleared the bank on this month’s statement with an “R” and the statement date.  Click Change on screen window.
Transaction Issue Date, Issued Amount, Description will automatically default.
Clink on link or transfer to Expense release from EE35.2

Release payment.

3.2 Check Register
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Enter AP265 in left-hand search screen.

Job Name:  Enter AP265.  

Job Description:  Type in Check Register and date

User Name:  will default with users name

Data Area/ID:  Don’t enter information

Parameters:

Pay Group:  Type PCHS for Petty Cash.

Company:  Enter 199.

Process Level:  Do not enter information.

Cash Code:  Enter P + location code

Cash Code Group:  Do not enter information

Cash Code List:  Do not enter information

Payment Dates:  Enter beginning date through ending date you are requesting check register.

                               Date format is xx/xx/xxxx.

Report Option:  Default to Current, select all from drop down if you want all transactions
Document Currency:  Default to Account Currency

Payment Code:  Type in MAN for manual checks.

Submit ADD on window screen.

On left-hand column select SUBMIT JOB.
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Click on SUBMIT JOB.

Left hand column Print Files.

Double click on AP265.  Report will appear on screen.  To view on Adobe, select Landscape.

First page of report is a header.  Detailed checks are listed on subsequent pages.

After reviewing information, close window.  It is not necessary to print file.  However, if you want to store information, each report will need a unique name.  ie, AP265 6/15/2005.

REVIEW ACCOUNT BALANCES
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Enter CB99 in left-hand corner of screen window.

Select your Cash Code that represents your petty cash account ??? 

Reconciled Balance, represents the cleared checks and deposits made to your account

Outstanding Balance, represents the open or uncleared checks

July/August  2005
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