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Login to Lawson
https://pisdlawson.pasadenaisd.org/

e (Click on the Schools/Departments section
Under Finance

e Click on the report Open Encumbrances

ML I Schools/Departments

~ % Accounts Payable

o & AP Checks Report - full data
~lD Reports
o & Invoices Released Matched Unpaid

o 3 Petty Cash Usage

o & vendor Invoice Information

o & Vendor Lookup Limited

o 3 Vendor Usage

o =& Vendor Usage By Location And Respensibility

Finance

~ (2 Financial Reports
o 3 ACTRANS Transaction Listing (62X Detail)
o 3 Activities Summary Report

o @ Activities Summary by Period

o 32 Activity Summary By Program

o B Activity Summary By Responsibility

o 3 Activity Summary By Responsibility And FYR.
o 3 Activity Summary LTD (Like AC295 but no ZE)
o 3 Encumbered Purchase Orders Report

o 3 Encumbered Purchase Orders Report By Fund
o B Food Services Procurement Audit File

o & GL Accounts by Location

o 3 GL Extract

o 2 GL Summary By Function

o 3 GL Variances

o 3 General Ledger Detail Report

o 3 General Ledger Summary Report

o 2 Manual Journal Entries By Finance Office
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e Enter the Budget Owner Number
o Click OK

E
| @ Open Encumbrances - Lawson Report Viewer - Google Chrome = O bt

& lawlbi01.pasadenaisd.org/ers/ersRequestHandlerjsp?CMD=VIEW&INSTANCEID=LATEST&OuterWrapper=true&NewRe...

Enter prompt values.

Budget Owner Number (separate multiple values with a comma and no space) Budget Cwnar Number(s)

Exad = |

I730 |
[ set to nal

If entering multiple Budget Owner Numbers
e Enter Budget Owner Number followed by a comma and no spaces as seen below
o Click OK

3 & Open Encumbrances - Lawsen Repert Viewer - Geogle Chrome = O X

& lawlbi01.pasadenaisd.org/ers/ersRequestHandler.jsp?CMD=VIEW&INSTANCEID=LATEST&OuterWrapper=true&NewRe...

| Enter prompt values.

Budget Owner Number {separate multiple values with a comma and no space) Budget Cwner Number(s)

|900,917,954,359 |

[ set to vull
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A pop up screen will appear and you will see in RED Link to File

F Open Encumbrances

1110/2023
1:46:51PM
730

Link to File

When using Google Chrome you will have to copy the link and paste it into the
Google Chrome browser

Right-click on Link to File
Click Copy link address

Open Encumbrances
730

Link to F&"
Cpen link in new tab

Cpen link in new window

Open link in incognito window

Save link as...

[ Copy link address

'b Open with Karni

Get image descriptions from Google P

Inspect
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e Openanew tab in Google Chrome
e Paste the link to the browser

& MyAops % | B Purchase Order Search - X § NewTsb x  + N X
& > C @ filey/lawisfO1/SHARE/OPEN_ENCUMBRANCES_728_DSFFOBCS_F813_4619_918D_A91C35E0242A x5 *» 5 402
? Maps @ <] 1| ;_728 DSFFOBCS_F818 4619 91BD_A91C35E9242A xlsx

Q me://\awlsfo%smwoPEN,ENcuMnmucgs;zs,us;pgecs;s1874519791 BD_A91C35E9242A xlsx - Google Search

Once you paste the link, the file will download
e C(Click on the Excel file to open the report
= % B =&
Recent download history X
B OPEN_ENCUMBRANCES_728 DSFF9BCS_F8

18_4619_91BD_AS1C3I5EI242A xlsx
11.3 KB » Done

You now have the encumbrance report for you to review, print, and save in Excel.

TYPE DOCID PO NUMBER DATE ACCOUNT BUDG OWN CURRENT ENCUMB $ ORIGINAL ENCUMB $ CURRENT FY ORIGINALFY  ORDER STATUS  PAYEE TYPE PAYEE ID PAYEE NAME
Requisition 960508 24000222 9/1/2023  199-41-6212-000-728-99-000000 728 $69,150.00 $84,150.00 2024 2024 Sent Vendor 361880 'WHITLEY PENN LLP
Requisition 56355 22002105 9/28/2021 199-41-6639-000-728-99-000000 728 $0.01 $0.01 2024 2022 Sent Vendor 480970 FRONTLINE EDUCATION
Requisition 56357 22002105 9/28/2021 199-41-6639-000-728-99-000000 728 $0.01 50.01 2024 2022 Sent Vendor 480970 FRONTLINE EDUCATION
Requisition 56336 22002105 = 9/28/2021 199-41-6639-000-728-99-000000 728 $0.01 $0.01 2024 2022 Sent Vendor 480970 FRONTLINE EDUCATION

ion 1047299 2 10/14/2023 199-41-6399-000-728-99-000000 728 $6,132.15 $6,132.15 2024 2024 Sent Vendor 243700 EDUCATOR'S DEPOT INC
Requisiti 961525 9/1/2023  199-51-6256-000-899-99-00CELL 728 514.78 $15.00 2024 2024 Sent Vendor 518230 TEXAS DEPT OF INFO RESOURCES

133970 JOHNNY TAMALE CANTINA

$35.00 $35.00 2024 2024 Analysis in Progress  Vendor

11/8/2023  199-41-6499-000-728-99-000000 728

Requisition 1085163




