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Legal Notice

The City of High Point reserves all rights regarding this application guide. This application guide is the
proprietary property of the City of High Point and cannot be reproduced in any form or part without the
written permission of the City of High Point.

The City of High Point has developed this guide for end users of the Infor Lawson V10 software application.
The City of High Point is providing this guide as is with no warranty of any kind, either express or implied,
respecting the contents of this manual and its use for end user training.

The City of High Point has taken much care to provide accurate and reliable information within this guide.
The City of High Point reserves the right to make periodic modifications of this guide without notice or
obligation to any person or organization for such notification. The information contained within this guide is
subject to change and revisions may be issued.

All brand or product names mentioned herein are trademarks or registered trademarks of Infor or the
respective trademark owners.

Courseware developed by Claire C. Robinson.
All rights reserved.

Printed in the United States of America

City of High Point
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Infor Lawson Ming.le V10 Application Overview

Description:

This guide provides a basic overview of the Infor Lawson Ming.le V10 application using
Infor Lawson Ming.le. Emphasis is on the new functionality in Infor Lawson Ming.le V10.

Objectives:

Learn how to access Infor Lawson V10

Know how to navigate in the system

Understand the differences from the current system
Understand the terminology

Learn how to access and use forms

Understand how to access and run reports

Topics:

Logging in and out of Lawson

Understanding the Infor Lawson V10 layout
Navigating in the Infor Lawson V10 application
Understanding how to access and use the forms
Learn how to access and run reports

Getting Help and Support

Prerequisites:

None

Level: Introduction

Duration: One Hour
Learning Outcomes

Upon review of this guide, you should be able to:

Log in and out of Infor Lawson V10
Understand the Infor Lawson V10 layout
Navigate in the Infor Lawson V10 application
Understand how to access and use the forms
Know how to access and run reports

Know how to get help and support

City of High Poaint Infor Lawson Ming.le V10 Overview Application Guide Page 3 of 42 10/26/20



Infor Lawson Ming.le V10 Overview Application Guide

Table of Contents

Infor Lawson Ming.le V10 Application OVErvVIieW .............ccouevveeeiiiiiiieiiieeeennnn. 3
Table Of CONTENTS ......coiiiiii e 4
Infor Lawson Ming.1e V10 OVEIVIEW .........ccovvviiiiiiiiiiiiiiiiiiiiieeeieeeeeeeeeeeeeeeeee 5
How To Access Infor Lawson Ming.le...........ccccooeiiiiiiiiiiiiiii e, 6
SCrEEN FEAIUMNES......uuiiiiiiiiii bbb eeneee 7
Key Features in INfor LAWSON ..........uuuiiiiiiiiiiiiiiiiiiiiiiiiiieiiieiieiiieeeeeeenneeeees 11
Changing the Product LINE ........cc.cceiiiiiiiiiiei et eanees 12
Changing the PreferenCes............uuiiiiiiiiiiiiiiiii e 13
FINANCIAl STTUCTUIE .....eeeiiiiii i 14
Creating ShortCuts (FAVOIIES)..........uuuuuiiiiiiiiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeees 17
Accessing and Using A Lawson FOrM ..........ooiiiiiiii e 19
Using the Drill Around On A LawS0Nn FOIM .........uuveiiiiiiiiiiiiiiiiiiiiiieiieeenninnnns 21
Accessing the Lawson Dashboard ..............cccccviiiiiiniicie e, 22
Using the Search and Wildcard Characters..........ccceuvvvviiiiiieeeveeeiiiieeeee e, 25
Creating and RUNNING @ REPOIt.........cooviiiiiiiii i 26
Viewing and Printing @ REPOIt .........cooovviiiiiiiiiiiiiii 28
Creating and Running a Budget REPOIt..........ccoovviiiiiiiiii e 30
Common Lawson Inquiry Forms and Reports.........cccceeeeeeeeiiiiiiiienieeeeeeeinnns 35
Contextual APPIICALIONS .........uuuuiiiiiiiiiiiiii e 37
ACCESSING ESS Or MSS ..o e 39
Accessing and Using the InBasket ............ccccciiii 40
(oo T |1 T 1 11 | R 41
Getting Help and SUPPOIT........uuuuuiiiiiiiiiiiiiiiiiii e 42

City of High Point Infor Lawson Ming.le V10 Overview Application Guide Page 4 of 42 10/26/2020



Infor Lawson Ming.le V10 Overview Application Guide

Infor Lawson Ming.le V10 Overview

The City of High Point is in the process of upgrading the current Lawson security
ADFS and also transitioning from a Unix/Oracle environment to Windows
Server/SQL.

The functions in Lawson for the financial, human resource and payroll system
and the other modules are the same but the appearance of the system has been
enhanced using Infor Lawson Ming.le as the user interface to navigate through
the Infor Lawson forms and functions.

Infor is the company that previously purchased Lawson and Lawson is the
financial, payroll and human resource software used at the City.

n Administration Home - DCOHPL X + &

& c & infordev.highpointnc.gov/infor/67f1c3f2-34e5-4cTe-82ef-2401ed 2893697 favoriteContext=%7B"type"%3A standardform"%2C"context"%3A"HR11.1"%2C"tim.. % @ n » 9 H

i &85 Infor Lawson | Start Typing & Claire Robinson & < l

& General

g Claire Robinson Administration Home - DCOHP10

Home Frequent T Clear Recent W Clear

HR11.1 - Employee HR11.1 - Employee 8 minufes ago
HR11.1 - Employee 4 days ago
HR11.1 - Employee 4 days ago
HR11.1 - Employee 4 days ago

Pinned Favorites £ Edit Favorites

No pinned favorites found.
Common Tasks

Manage Roles
eque Useful Information Manage roles by configuring items such as menus, favorites and hotkeys
for a group of users

ecent Hotkeys Help Manage Bookmarks
Manage bookmarks by configuring navigation groups and links

Rebuild Forms Index

System Environment
Rebuild the custom forms index file

SS0 Configuration

Set Custom Form PDL
Debug Information Change the Data Area for a custom form

Delete Custom Form -

[17:08:11 - Home | Ready 4

Infor Lawson Ming.le V10 also contains some enhanced features such as list
view, menu navigation, tab groups and pages.

The purpose of this guide is to provide an overview of the navigation and basic
functions to use the forms, reports and features of Lawson Ming.le.

City of High Paint Infor Lawson Ming.le V10 Overview Application Guide Page 5 of 42 10/26/20



Infor Lawson Ming.le V10 Overview Application Guide

How To Access Infor Lawson Ming.le

For training and testing purposes, access the Infor Lawson Development environment
that will also default to the DCOHP product line. Use the link below:

https://infordev.highpointnc.gov/infor

Note: Use Chrome instead of Internet Explorer (IE) for best performance using the
system.

The following login screen will appear for you to login to the system.

[eigniﬂ X °

€ C 8 ndadfsOlhighpointnc.gov/adfs/Is/

NORTH CAROLINA'S INTERNATIONALCITY”

Please sign in with your City of High Point Network
Credentials

[ctaire.robmson@highpointnc,govi

© 2016 Microsoft

* 1. Enter your City email address (for training purposes) or your username.

J 2. Enter your password.

3. Click the Sign in button.
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Screen Features

Lawson Home Page

Once you login you will arrive at the Home page for Lawson as shown below. Your
screen will not contain items and functions based on your level of security.

The message “Loading” may display as you move from and to certain screens.

Hl Administration Home

* O W E »@ :

-~ (& @ infordev.highpointnc.gov/infar/67f1c3f2-34e5-4c7e-82ef-2401ed 289969
Go
Frequent Recent
No forms have been visited No forms have been visited
Pinned Favorites &2 Edit Favorites Common Tasks
No pinned favorites found
Useful Information
Re
Rebuild the custom forms index file
se PDL
rea for a custom form
u Delete Custom Form
= Delete a custom form and its index entry
Clear 10S Cache -
T

n Administration Home - DCOHFP >

L& =

infordew. highjpoi

Infor Lawsomn

Navigation Menu

Collapse items under each item in the navigation menu
on the left. You can access:

e General Items (Content, User Options)
e Help (About —Lawson version, Hotkeys)
e Bookmarks (that include ESS, MSS Inbasket,

Jobs and Report)

- < - D L T Ty

City of High Paint
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o e Favorites (which is where the shortcuts you
Navigation Menu create are listed)

e Frequent items you access
e Recent Items you access

General Provides access to the Lawson Home page, Content and
User Options

Help

Scroll bar — use to scroll up and down the menu list.
Scroll, Menu, Status Bar
Menu — click the icon in front of the word Menu to
collapse the navigation menu and click the icon again to
redisplay the navigation menu on the left.

Status Bar - the status bar displays at the bottom with
an up arrow to expand or collapse the display.
LN O - —— s ]

Useful Information
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Click in the Start Typing box, type what you are

Start Typing searching for and click the magnifier to start a search.
Click the word exit to exit search and return to the home
screen.

0
€ c infcedas highpoinine.gov/infar/G7fLe3(2- 34e5-4cTe-B2e 2401 ed28906 I averiteContext =557 MConetSWHRILIECn. ¢ O B @ # 9
<A«

Sign out — click your name to
sign out.

E3 inbox —for notification
not active.

Share —the share icon-
not active.

n Bookmark
ecent

1.1 - Employee
1.1 - Employee
1.1 - Employee 4 days oo
1.1 - Emplovee 4 davs ago

Use the “+” to add a tab (window)
Use the folder to add the tabs to a group

Tabs and Tab Groups

+ —

63A'HR1L1"%2C"tm.. ¥ O [ » @ :

& ClareRobinson & =<2 N

wmin Settings

A

Apps & Authorizations

Help

About

lavs ago
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Context Applications Click to expand/collapse to access conceptual apps:
e Print Manager
« ¢ Requisition to Payment

Print Manager

« »> <

RV 100 pri
Job Mame: CLANRETEST
JOB DeSCrpHon: Esf MV 700 report

cisbudget
Job Name: CLAIRETEST
Job Description: fest nv 100 repoart

Requisition to Payment

Company
RequIsItion

Use the search button to access Lawson forms. For
Search Lawson example, this is where you would type GL90 or RW100
and click the magnifier icon or press GO.

Lawson Home Use to access the home page at any time.
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Key Features in Infor Lawson

What are the some enhanced features or functions in Infor Lawson

Ming.le screens?

The major core functionality within Lawson has not changed. However, some of
the enhanced features that have been added for ease of use and navigation are

listed below.

Function

Infor Lawson Ming.le

Screen Layout

The Ming.le interface includes toolbars, links, icons, and
contextual applications to access functions, features and
forms in the application using a navigation menu and
icons. Ability to change the color of your screen using
Themes.

Contextual
Applications

These are icons used for quick and easy access to
specific functions in the application. Some contextual
applications include the Print Manager, Shortcuts, Req to
Pay. You will need to add these icons to your screen if
you want to use them.

Tabs and Tab

Tabs to create separate windows for viewing multiple

Groups screens and tab groups to save the views.
o List view mode to view data in a table format. You can
List View double-click an item in the list or click the arrow in the

Select column to select a record and Inquire on it
within a form.

Frequent and
Recent

Quick access to frequent and recent forms viewed or
used.

Social Features

Features to share that may/may not be activated.

Expand and
Collapse Buttons

Ability to expand and collapse menu list and items in the
Navigation menu.

Inbasket

The Inbasket is accessible using the Navigation Menu.
The Inbasket displays in a separate window with actions,
tasks and related functions. Use My Work to access and
approve or deny requisitions and personnel actions.
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Changing the Product Line

The product line contains the programs and data that you will use in the Lawson
system. The system will default to DCOHP10 in the Development environment
which is the product line you will use for testing the system.

We have three product lines in Development for user/functional testing:
DCOHP10 - for all testing initially — system is defaulted to this product line
FITEST10 — Finance testing only later

HRTEST10 — for HR testing only later
To select/change the product line:

1. Click on User Options.

. N

J 2. Click on DCOHP10 in the list for the Data Area for example and
select the product line then click on OK.

-

&€ > C & infordevhighpointncgov/infor/67flc3f2-34e5-4c7e-82ef-2401ed289969 o H/ »@ :

& Claire Robinson
~ Search Lawson

Administration Home - DCOHP10

User Options - DCOHP10

OK

Cancel Reset Preferences To Defaults...

General  Drill  Favoiites  Hotkeys ~ Theme  Navigation  Tab Groups
Locale @ Show Product Ling in Page Header Default token view
‘ default - ‘ © Fom () ListView (O List Mode
== Auto Select Required Fields
Data Are:
ata Area — Display Field Help List View settings
‘ DCOHP10 v ‘ Number of Records
— Allow logging to console:
‘ 250 v
Value Separator
== Enable accessibility behaviors
‘ Comma v ‘ Enter form names to exclude from List View processing
(separated by semi-colon)
= Use Client Machine Time Zone for Job
Default Report Type Schedule, Job Submit, and Print Manager ‘
‘ PDF - ‘

@ Highlight key and required fields

List Mode settings

ZrELiRTET — Shrink forms to fit on screen Number of Records
‘ e ‘ ‘ 200 v
@ Enable Frequent and Recent Forms
Recover Tabs
[20:15:07 - User Options ] Ready 2~

Note: You can also change the settings for the Drill, Favorites (shortcuts) and
Hotkeys (keyboard shortcuts) using within the User Options Window.
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Changing the Preferences

* Your preferences will default. However, you change certain settings for how you
J will use the system as indicated below:

1. Click on User Options.
2. Click Theme to change the color of your screen.
3. Click Light, Dark or Contrast.

4. Click the Accent Color box for the color and click the color to choose
it. Click Ok.

5. You can also Cancel or Reset Preferences to the Defaults.

€ > C @& infordevhighpointnc.gov/infor/67flc3f2-34e5-4c7e-82ef-2401ed289969 “ o Rl * @ :
.

E o | Start Typing & CaieRobnson & < M«

[ I

Administration Home - DCOHP10 x + =

OK

Cancel Reset Preferences To Defaults...

General  Drill  Favorites  Hotkeys ~ Theme  Navigaton  Tab Groups

[Theme
O Light
() Dark

() High Contrast

Accent Color

. #OET2A4 ¥

= Freguent

p es/index. rtions ] Ready +
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Financial Structure

General Ledger - The financial structure in Lawson consists of a chart of
accounts, funds, departments and divisions, accounting units and account line
items. This data is accessed using forms and reports in Lawson’s financial
modules.

Projects and Activities - If your department has responsibility for grants, then
you will also use the activities module (AC) in Lawson to access financial data for
grants. This data includes activity groups, activities and account categories.

Accounting Unit - The financial structure levels are the fund, department and
division — each number is three digits. The accounting unit is a combination of
the fund and division numbers (6 digits). For example for IT Services Admin, the
accounting unit is 101241. You will use your accounting unit for transactions in
Lawson i.e. Requisitions, POs, budget info, budget reports, etc.

Company — We have one company in Lawson and the company number in
Lawson is 1000.

Fiscal Year - The fiscal year runs from July 1 to June 30 and covers 12 periods
(i.e. 12 months).

Period

Month
1 July

2 August

3 September
4 October

5 November
6

7

8

9

December
January
February
March

10 April

11 May

12 June

Account Numbers — Account numbers are 6 digits and represent the line
item accounts for revenue or expenses.

Revenue Account numbers begin with a “4” and are six digits.
Expense Account numbers begin with a “5” and are six digits.

Activities include an activity number and account category.

City of High Point
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Financial Modules

The Lawson Software uses a code naming format (the form ID) for the various
financial and human resource applications and forms, which is the first two
characters of the form name.

Use the application code in the search box to access the application. You can
also use the application code followed by the form number to access a specific
form within the application i.e. “gl10”

Use mn for main menu as a part of the name to access the main menu for the
application i.e. glmn (“gl” for general ledger and “mn” for main menu to access
the main menu for the general ledger module).

Use fl for flowchart as a part of the name to access the flowchart screen for the
application i.e. glfl (“gl” for general ledger and “fl” for flowchart to access the
flowchart for the general ledger module). The following table lists many of the
standard application codes.

Code Name | Application

AC Project and Activity Accounting
AP Accounts Payable

BN Benefits

GL General Ledger

HR Human Resources

IC Inventory Control

LP Absence Management
MA Invoice Matching

PR Payroll

RQ Requisitions

AR Accounts Receivable
PO Purchasing

City of High Poaint
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The type of process for the form is represented by the form number. If you are
unsure of a form name, the range of numbers can assist you in determining
which form you need to use. The following table lists the standard form ranges.

Form Number ‘ Description

Range

01-99 Form numbers used for system setup,
online inquiry and processing.

100-199 Form numbers used for batch jobs that
typically update system information and
usually generate a report.

200-299 Form numbers used for regularly run
reporting jobs. These jobs only generate
reports with existing data versus jobs that
update system data.

300-399 Form numbers used for special database
and system administration functions. Only
IT personnel should have access to these
forms.
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Creating Shortcuts (Favorites)

You can create and modify shortcuts that you use to access forms, links and
sites.

To add a shortcut to access a form that you may use often:

1. Click on User Options.
2. Click on Favorites.
3. Click on the “+” icon for New.

4. Click the circle for “Token” and click Next.

New favorite item

5. The product line will default to DCOHP10. Choose General Ledger for example
from the list and scroll to select GL290 and click Next.

anLwL‘phuv-;—D(OﬂD‘.D or X o

In
v.hi

GL Grand Livre Report - Period

GL Grand Livre Report - Date

[ ceneral Leager report

Trial Balance
Balance Sheet
Income Statement
Projection by Level

Projection by Account

5
>
i
g
=
my
=
=
>

Transaction Currency Report

Previous

City of High Paint
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6. The following screen will display. Click on Save.

e 3
l [ User Cptions - DCOHPL0 - Infor - X ° E=dio

& 3> C & infordevhighpointncgov/infor/67f1c3f2-34e5-4c7e-82ef-2401ed289969 % 0o | *»@ :

& CaieRobinson & <¢ R«

New favorite item

r——o—@0

Type Details Review

Resource name

‘ GL290 - General Ledger Report - DCOHP10 |

Resource data

LAWFORM|PDL=DCOHP10|TKN=GL2390

Cancel Previous Save

The shortcut will display in your list of Favorites.

Note: You can move favorite items up or down in the Favorites list by clicking on
the name of the item in the list and clicking on the Up or Down button. You can
also rename and delete favorite items.
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Accessing and Using A Lawson Form

You can access Lawson forms by typing the name of the form in the search box, using
a shortcut to the form if you created a favorite for it, accessing the form from a related
forms list or accessing the form using the Lawson dashboard if the form is included as a
link on the dashboard.

To access the GL90 form as an example:

1. Type GL9O0 in the search box and press Enter or click the magnifier icon or the
Go button that displays after the search box.

6L90.1 - Transaction Analysis - DCOHP10

Data View ¥ Special Actions ¥ 4 Previous @ inquire P Next Inquire | v Related Forms ¥

o
Accounting Unit Q’;
Account t Number &) o
Ye Periods v | - -

sc Prd Sys Journal Description Stat

[21:47:17 - GL90.1 ] Ready T

2. Complete the form as follows or enter data of your choice:

3. Company: type 1000. The company is always 1000 and we only have one
company for the financial system.

4. Accounting unit: type 101241 or your accounting unit.

5. Account number: type the line item you want to see transactions for, as an
example 526101 for supplies. In this example we will use 526101 for Supplies,
Parts and Tools.

6. Year: The year will default to the current year. To view detail from previous years, you can
enter the year. For example, to view data for 2019, type 2019 for the previous year and for

the periods enter or select 01 and for the ending period select 12.

7. Click on the Inquire button to populate the form with the data.
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61901 - Transaction Anslyss - X o

€ CQ

Noe =

© & httpsy/finfordev.highpointnc.gov/infor/6771c3f2- 34e5-4cTe-82¢f- 2401ed 289969 avoriteCantext={ type"%3A"standar. *+* ﬁ

A Claire Robinson % < I «

v g0 xm N

6L90.1- Transaction Analysis - DCOHPA0 + =

in

htps/fdeshighp 1 fportal

IVersion|10.1.0.22) allowTransferl]|

F£6Lo51 00101241 526101)

Data View ¥ specialActions ¥ 4 Previeus @ mquire P Next | Inquire | ¥ \ Related Forms ¥
Account Analysis (6L95 1) L
Company ‘ 10000 City of High Point oura Anayss (641 1)
Accounting Unit ‘101241 Qj 101-Info Tecl Ratio Analysis (GLE5.1)
Account Number 52610108 3 Supplies, Pal
‘4J | ‘ & Chart Query (GL95 4)
Year, Periods ‘ 2020‘ | (1A | - ‘ 12v |
Bookmarks — — Organization Query (GL99.1)
General Ledger Report (GL290)
r
sC Prd Sys Journal Description Stat
L] 1w 30 N 52458NGUARD INC Hi
‘ '| 2 AP 12 N 71076HARDIN, BETZAIDA Hi
‘ v | 2 AP 38 N 71671DECAL SOURCE INC Hi
‘ ] | 2 AP 38 N 71671DECAL SOURCE INC Hi X

8. Related Forms — you can click the Related Forms link to access other forms that
relate to this one, such as GL290 to run a report on the transactions.

9. Action buttons — your use of the buttons, links and forms is related to your level of

security access in the system.

10.Data View — you can click the Data View to switch to the List View and click it again

and choose Stop List Mode to switch back to a

Form View.

11.Special Actions — you can click the link to see the special action for the form.

12.Status Bar — results of any actions display on the status bar which also displays the
time including the seconds and the form name. As you perform functions, the status
bar will display the results and any error messages.

13.Also, you can click the up arrow at the bottom right of the screen for the status
bar to expand or collapse the view of the status bar and to view the messages the
system will log as you complete functions on a form.

City of High Point
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Using the Drill Around On A Lawson Form

You can use the drill around function on a Lawson form to access more detail on
transactions or data.

While you are viewing the transactions on the GL90 form:

* 1. Right click on the Select Box (SC) at the beginning of a transaction line
J and then click on Drill Around. The drill around screen will appear.

2. Click on the arrow in front of the line you want to drill on and the drill
around screen will display as shown in the example below.

[ 6901 - Transaction Analysis - X

ER: n_a innn o) S noe =
Drill Around® - Mozilla Firefox =
& Claire Robinson %
© & hitps;/isidev.highpaintnc.gov/lawson/portal/drill/drill htm 8 e (M & [
X close | Q Search —> Find Next ) Reset ‘
Line: esC: 52458NGUARD INC
[ Transaction Detail Status: ms
() s A TS Account: 1000 - 101241 - 526101 - 0
- Activity: -
w8 Budget Edit Group Base Amount: 395.33
= A ted J ! Units: 0.00
m Associated Joumna Source Code: AD Vendor Invoice Distribution
Transactions Trans Date: 05/17/2019 Post Date: 07/30/2019
- Effective Date: 07/30/2019 Update Date: 08/01/2019
w8 Journal Header Reference:
- A it Auto Reverse: No
= Accoun Reconcile:
& Accounts Payable Base Zone: 000000000000001
. Orig Program: AP175 Orig Co: 1000
w8 Archived Accounts Payable 3 Operator: fitammie
= A T " 3 Trans Seq: 0 Irnl Bock Seq: ]
O AT U D= object 10: 18992824
Amounts
& Account Transactions -
Units.
tps:// / fportal/diill/drill.ntm#

3. Click on the folder for Accounts Payable, then on the folder for
52458, click on the folder for Invocie Transaction, click on the folder for
52458, click on Invoice Detail to view the details.

4. The payment number is the check number. If there was a PO for this
transaction, you would see the PO number.

5. Click on the X to close the drill around screen.

City of High Paint Infor Lawson Ming.le V10 Overview Application Guide Page 21 of 42 10/26/20



Infor Lawson Ming.le V10 Overview Application Guide

Accessing the Lawson Dashboard

The Lawson Dashboard also contains shortcut to forms, links and functions. The
use of these links are restricted based on your level of security in the application.

To access the dashboard:

1. Click on App Menu icon on the Home Page and the dashboard will
display as shown below.

H = x o=

&« C @ © @ nttpsy/infordevhighpeintncgov/infor/2be7b4e6-f81c-47db-91c5-742881eedd96 e & In O © =

& Claire Robinson & <2 R

m Infor BI for Lawson isclaire

DCOHP10 Development (Copy from prod) [RESH

oC

Online Inquiry -~ Project and Activities ~
o Transaction Analysis GL9O + . Transaction Listing AC290 +
» Commitment Analysis GLS4 + . Activity Commitment Summary AC295 + =
 Account Analysis GLOS +  Actity Analysis Report ACHD +
o Purchase Order Inquiry POB4 + + Activity Analysis AC90 +
. Requisitions Detal Inquiry RQ44 + . Activity AC10 +
o Vendor Info AP10 + . Activity Commitment Detall AC298 +
+ Invoice Search by Vendor APSO + o LTD Activity Group Revenue and Expense + i

o Activity Group List - AC Revenue and Expense Report +
AC Summary Revenue and Expense Report +
- GL Revenue and Expense Report +

o Activity Graup List - AC Summary Rev & Exp by date range +

o Fund 301 & 302 CAFR SEFA +

o IC Issues by Activity Group +

1C Issues by Accounting Unit +

General Use Reports ~

o Affirmative Action New Hire by Department +

Accounts Payable A

yments by Date Range +

yments w/o Taxes by Check Date + Billing and Accounts Receivable ~
o AP Vendor Payment Report +

o 4P vendor Payment Report for a Vendor List +

o AP All Vendor Payment Repart for a Date Range +
o 4P Payment Invoices for a Vendor List +

o Qutstanding Check Report +

o Vendor checks by date range +

- Vendor Payment Information by Account + ' Qutstanding Invoice Account Tatals by Date +

- Vendor payment informatn by check date + o Planning Cept Invoice Payments by Date +

- Vendor Payment Information by Accounting Unit + o Flanning and Development Dept Lfe to Date Invoice report +

o Outstanding Invoice Details +
o EEO_Hiran +

2 EEO_HiiTran_Newkires +

o Outstanding Inveice Details by Date +
o Outstanding Tnvoice Account Totals +

2. Click on AP10 for an example to access the form or a link of your choice
and the form will display.

[l APLOL - Vendar - DCOHPLO - X

a
S
5]
[}
m

<« <37 © | @ hitps//infordev highpeintnc.gov/infor/2be7bAeé- B1c-47db-91c5-7

w Infor Bl for Lawson isclaire

opment (Copy from prod) RIS

AP10.1 - Vendor - DCOHP10

Data View ¥ Special Actions ¥ -+ Ada & change W Delete 4 Previous @ inquire P Next |

Vendor Group ‘ | o -
Vendor | ) [

T [ cusomer |

Main  Contact  Defaults  Options  Retuns  UserFields  P-Cards  Giobal 1
. Vendor Class | <2 Vendor Statws [a~ |  Active
Process Group ‘ =3 ‘
Tax ID ‘ Check digit
Pay Vendor ‘ o
Address
Effective Date i
i 1 '
[21:33:35 - AP10.1] Ready T
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3. For the vendor group, click the button and double-click on CHP or type
CHP in the text box.

4. To select the vendor from the list view, type in the vendor number if known
or click the button after the vendor field to access the vendor list as
shown below.

5. Click the arrow to select the vendor or click the search button to search
for the vendor.

l @ @ nhttps//isidev.highpointne.gov/lawson/portal/drill/drill itm - @ o = I

X Close | Q search > Find Next ) Reset | Explorer view | view options
Vendor Name (Records: 1 - 200) & Export
DCOHPLO Davelopn

T T S R T N N
d Active 999006619 IF.\
- BANCORP BANK, THE Active WILMINGTON | 19809 76408
- CHROMALOX INC Inactive: ATLANTA 31193-28236 71416
o d D R HORTON INC -TORREY Active MORRISVILLE 276600294 890001320
> FERGUSON GROUP LLC, THE Active WASHINGTON | 20006 58617
=) GLASS SHOP INC, THE Active LEXINGTON 27203 76241
-2 HAMPSTEAD STAGE COMPANY Active CENTER BARNE| 03225 74696
=» LIFEGUARD STORE INC THE Active NORMAL 61761-5000 74817
- MAINTENANCE TEAM INC, THE Active CHARLOTTE | 28217 75799
=+ NATIONWIDE INSURANCE Active Dublin 43017 74733
- P M TUBE & SPECIALTIES, INC Active GREENSBORO | 27419 71015
- REGIONAL PHYSICIANS LLC Inactive SALT LAKE CITY 84127-0448 74783
>

SITE SELECTORS GUILD Active LITTLE ROCK | 72203 74954

» 200 Records per page ¥

6. Click on Inquire to view information on the vendor. You can click on the
buttons or tabs to view further details on the vendor.

7. To change the action button on the form click the .... lcon and choose the
action from the list and it will display on the screen as shown below.

- x
e [ N~ ==

< cC o © & hitps/finfordev.highpaintnc.gav/infor/2be7b4eb-81c-47db-91c5-742881eedd96 favoriteContext={"type" 0% o &y @D e =

Infor Bl for Lawson isclaire

AP10.1 - Vendor - DCOHP10 Fa——

g Claire Robinson
Lawson Home

Data View ¥ Special Actions ¥ + Add £ Change T Delete 4 Previous @ Inquire P Next Change |~
Home P
' VendorGroup [cHe o City of High Point + Add
Vendor | 76408%F, | BANKCORF BANK, THE £ Change
Attributes Vendor Bank Approval .
@ Delete
Main  Contact  Defaults  Options  Retums  UserFields  P-Cards  Global « Previous
— B —
Vendor Class |EXF Q5| Vendor Status |A' | Active @ Inquire
Process Group |nnne CE‘ » Next
Tax ID |2U—2111361 Check digit Type | }
Pay Vendor | 76408CF BANKCORP BANK, THE -|7
Address
Effective Date  01/10/2019 New Address
Address 1 | |
Address2 | |
4 i, : ] ‘ »
hitps://Isfdev.highpaintnc.gov/! Jportal/forms/formhost htm?_TKN=AP10&_PDL=DCOHP108 ID=& CUST=8& ENABLEIBCM=true...dal[|pd||DCOHPL0|hkey|host/portallfiosVersion|10.0 10.1.0.22]jallowT Foza T
= —

City of High Point

Infor Lawson Ming.le V10 Overview Application Guide Page 23 of 42 10/26/20



Infor Lawson Ming.le V10 Overview Application Guide

8. Click Data View and select List View to view the vendor list as a table.
Click the arrow to select the vendor and access the vendor info on the

form.
< [ a0 O gy InN@d e =

M Infor Bl for Lawson isclaire

DCOHP10 Development (Copy from prod) [l

nson AP40.1 - Vendor - List View - DCOHP40

Show Form ¥ Refresh Dawnload CSsv |]I| Choose Columns  Filter ¥  Custom Views ¥ Related Forms ¥

e _ WO[M -
|

d A-B EMBLEM Active WEAVERVILLE 26787

= 9 G & J MACHINE SHOP INC Active GREENSBORO 27409

> 2 AC CONTROLS COINC Active CHARLOTTE 28221

= K] ACROPRINT TIME RECORDER CO Active RALEIGH 276161841
e 35 ACTION DRIVES INC Active WINSTON SALEM 27102

> 36 MUNICIPAL EMERGENCY SERVICES Active CHICAGO 60675

= ki ADA COMPUTER SUPPLIES INC Inactive GREENSBORO 21420

= 38 ADAMS CO, CHET Active GREENSBORO 27402

d 40 GUILFORD TECHNICAL SERV INC Active GREENSBORO 27419

= H ADIRONDACK DIRECT Active WYNCOTE 19095

e 43 AGM ELECTRONICS INC Active TUCSON 857512221 ~

(] I '
[ 21:38:35 - AP10.1 ] Inquiry Complete(CHP 76408) oy
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Using the Search and Wildcard Characters

The search function allows you to find and filter within a list for records that you want to
select.

To perform a search:

1. While on the AP10 form for example, to use the search function for the
vendor, click on the button after the vendor field and the vendor list will
display.

2. Click on the search to search for a vendor. You can type part of the
vendor name and use an asterisk i.e. “*” at the beginning and end of the
name as wildcard characters to perform the search for example *rpi*. Any
vendor record with the characters you enter will display in the list. Click on
Filter to view the results.

m || @ & nttpsy/isidev.highpointncgov,lawson/partal/drill/drillhtm . @ 7

Search

Perform

) Find Q Fitter

Select "Find" to display the first occurrence of the search criteria or "Filter” to display all occurrences of the search
criteria.
Conjunction  Search Field Comparator Value Operations

* Search Name ‘ = v H |

* Search Name

Status

City

Postal Code
Number

Loc

Cancel

Global Loc Nbr

-~ % e R . b

3. Click on Reset if you decided you want to return to the full list of vendors
instead of using this filtered list.

4. Otherwise, click on the vendor that you want to select.

5. The vendor info will display in the form.
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Creating and Running a Report

*a

You can create, access, modify and run reports using the report forms in Infor
Lawson. In the example below, you can run a GL290 General Ledger transaction
report that provides details on actual transactions that have posted to line items
for GL accounts.

To create a GL290 transaction report and enter the parameters for the report:

1. You can type GL290 in the search box or use the dashboard and access
GL290 from there or a favorite if you have created one.

[l 6L290 - General Ledger Report X

<« c @

(GL290 - General Ledger Report - DCOHP10.

+ Add £ Change

T Delete 4 Previous @ Inquire » Next  Quick Submit

oo s T

Job Description ‘ ‘ 1
User Name | HIGHPONTNClsclaie ) Claire Robinson 1
DataArealD  DCOHP10
Paramet
company | | il
or Company Group | o
Reports | < =

\
| < \ <
| = \ <
| \

=1
< I ] '

[29:50:47 - GL290 | Ready 1

2. Job name: Type a job name for the report i.e. GL29J20. Do not use spaces
in the name.

3. Job Description: Type a descriptive title for the report, i.e. GL290
Transactions Report.

4. Company: type 1000.
5. Reports: Type GL for the name of the predefined report.

6. Year Code: Select Current for the current year or Last or Next or enter
the Year, type 2020 for an example.

7. Periods: type 01 in the first box and 12 the second box. Remember that
periods represent the month based on the City’s fiscal year. So period 1
would be July.

City of High Point
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———————————————————————— =ar X
GL290 - Gi | Ledger Re — —

] eneral Ledger Report X e ]

&« c @ © & https/infordevhighpointncgov/infor/2be7b4e6-f81c-47db-91c5- 74288 1eedd96 2 avoariteContext={"type" 0% e b+ n @ e

& Claire Robinson ]

GL290 - General Ledger Report - DCOHP10 -

Special Actions ¥ + Add £ Change T Delete 4 Previous @ Inguire » Next Quick Submit |

Job Description | GL Report |

User Name ‘ HIGHPOINTNCisclaire C‘EJ Claire Robinson

Data Areald  DCOHP10

Job e T

Company | 1o00cF | City of High Point us
or Company Group | @&

Reports  [oL | [ |

[ g | g

| | \ <
[ | [ =1

i ] 3
hittps://| gov/lawson/portaly / 1.022jallowT oz T

8. Accounting Unit: type the accounting unit for your department. For the
example, we will use 101241.

9. Account: type the account you want to run the report for, i.e. the line item
or range of line items. For the example, type 526101 in the first box and
526101 in the second.

10.Click on the Add button to create the report for the first time. If the report
existed and you were making a change, you would click on Change.

11.0nce you click on Add, on the status bar at the bottom of your screen it
will say job added.

12.To run the report, click on Quick Submit.
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*u

Viewing and Printing a Report

You can view and print reports once you have submitted the report.
To print the report:

1. Click on the Print Manager button while in the GL290 form.

2. Click in the checkbox to select the report and click on QuickPrint to print the
report.

[l Print Manager - HIGHPOINTH - X il

<« ¢ @ © & nhttpsy/finfordev.highpointnc.gov/infor/2be7bAe6-f81c-47db-91c5-742881eeddI6?favoriteCantext={"type" 0% e bud [\ o =
< R

@
A Claire Robinson %

Print Manager - HIGHPOINTHC\isclaire - DCOHP10

g Claire Robinson

ReportActions ¥ @ Inquire @ Delete Quick Print | Q Search » FindNext ¥ Reset & Export  Related Forms ¥

User Name

HIGHPOINTNCVisclaire (=5 ‘ Time Zone: GMT-4

[} HIGHPOINTNC\isclaire GL290J20 GL Report GL290 GL290 prt 07/13/2020 21:55:02
[] | HIGHPOINTNC\isclaire CLAIRETEST test w100 report RW100 RW100.prt 06/30/2020 11:26:25
a HIGHPOINTNC\isclaire CLAIRETEST test w100 report RW100 cisbudget 06/30/2020 11:26:24
[21:55:26 - Print Manager - HIGHPOINTNC isclaire ] Ready 0l

Note: Once configured you can use the Print manager context app to also access and
print reports.

Once configured, you can also use Report Actions to distribute the report to users or
groups.
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*u

To view the report before printing it:

1. From the Print Manager screen, double-click on the name of the report in
the list to open it. (To quickly print the report, click in the checkbox to select it
and then click on Quick Print).

M Infor Bl for Lawson
DCOHP10 Development (Copy from prod) [N

g Claire Robinson

€ Back  Print

[ 21:58:32 - GL290.prt (J

isciaire

@ General Ledger Report - Report - Mozilla Firefox

© & hupsy/lsidev.highpointnegov/serviet/Reportactior

ez sman
£ Eiiira umacid
s A N T

s131-000

11 5R D8/14/20 Sumacicad e

s11308-000

12 5 E3riray s
R R s

demp BT
1 A TR S o

[

S50
u &
R A

2. The report will open in the Adobe reader format as a pdf. The first page
displays the parameters you entered and the remaining pages display the

data.

General Ledger Report

-

TLZSC Tate 07713720

Ascounting Unst  101Z8l

Bd Sy Effact T

Gempany 1000 - City of High Fains

gl c=

e mesisain -1 Enafng sy 31, Zo2C

101-Infa Teoh Swon RAmAn-ACS  Feap

¥ satg

count | SL1101-0000
11 TR 0E/14/30 =ad
R ey

511101-0000

Fegular Fall -Tima
teanszsiion
Tzansaction

Total Retiwity

Begular Fall -Tima

Zast Vacizbla Leval, Aeccant
ey BTEE ana meriviey

Lowal 101-Z40-Z4L

1,658, 53721

count | S11301-0000
11 TR D5/14/20
R HE i wrereerd

511301-0000

Standhy Pay
= toon
Tzanaastion
TOTal ReTiwiTy
Standhy Pay

2, 45743

1572
3,273.1%

Asesemt  511306-0000
=1I3ce-0000

Enpl Somua ¢ Fosazd
Eofiiies Scnas ¢ Beasd

1.435.20
1.435220

Ancmunt
11 TR 0E/14/30 &

511305-0000

511305-0000
armasizad T

Thank You Borms
toon
Total Retiwity
Thank You Boras

3,530,

=11402-0000
13 55 EE/ii/z0 Bamaies
11 PR 05/28/20 Summarired

511402-0000

Callelzz Allcwanca
tzansastion
tzanaactioa

Total Retiwity

Cellulaz Allowanca

=11407-0000
12 s CR/iirz0” Sammacioad

511407-0000

Intaznet Allcwansa
tzansaction
TOTAl ASTiwiTy ASCIunt

Intaznet Allowanca

Asesemt  S11501-0000
S11501-0000

Vizition Pay - Tosminzzian
yacation Pay — Tecminatisn

- Ancmant 511502-0000
2ai 11 PR 05/14/30 Summa=i=ad
11 FE D5/2E/20 Swummarizad

.. Resnien Fay

ITRamecicn

Total Retiwity Account

56,230.25

2,376.¢
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Creating and Running a Budget Report

To view budget information that includes the budgeted amount, actuals, etc., you
will run a RW100 report which summaries the budget information at the GL level.

If the budget is for a project or activity, you will run a AC295 report for the budget
and AC290 to view the detail (actuals that have posted to accounts).

*J To create a RW100 budget report, ad enter the parameters for the report:

1. Type RW100 in the search box and press Enter or click the magnifier icon to
access RW100. The RW100 form will display as shown below.

ﬂ RWW100 - Report Generation - [ X i

c e Q 0a https://infordev.highpointncgov/infor/2be7bde6-181c-47db-91c5- 74288 1eedd90 avariteContext={"type'% - (H0% = o ﬁ neoe =

& CaireRobinson % <3

M Infor Bl for Lawson sciie

DCOHP10 Development (Copy from prod) GG

.
a General

g Claire Robinson RI100 - Report Generation - DCORP10
Special Actions ¥+ Add 2 Change T Delete 4 Previos @ Inquie P Next  Quick Submit ‘ o
L
Job Description ‘ ‘ il
User Name ‘HIGHPU\NTNC\BC\M& QEJ Claire Robinson

Data ArealD DCOHP10

Parameters

Main  Style 1 Level Ovemride  Style 1Report Option Override

—
Opions 1_v Report
Period ‘ v| =
Year Code v Report Year or Year |—‘
Folder ‘ 1
or Frequency ‘_V‘
4| ‘m : }
[ 22:02:42 - RWADD | Ready 1t
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2. Enter the parameters for the budget report:

& c @ @ & nhttps;//infordev.highpeintnc.gov/infor/2be7bde6-f81c-47db-91c5- 74288 Leedd96?favoriteContext={"type" Q0% Pd n @ ©

& Claire Robinson & < N

RVI00 - Report Generation - DCOHPA0

Special Actions ¥ + Add 2 Change T Delete 4 Previous @ Inquire P Next Quick Submit |

[ o o sens
Job Name o

Job Description | T Budget Report |

User Name |HBHPU\NINC\BEIalre Q?J Claire Robinson

Data AreallD DCOHP10

Farameters

Main  Style 1 Level Overide  Style 1 Report Option Override
options |5 v | Report/Spreadsheet/Drill Around
Period |712V | Period 12
Year Code |E‘ Current Year orvear | |
1 i ~ ] r
[22:05:31 - RW100 ] Job Added(RW100ITS, HIGHPOINTNClisclaire +

3. Jobname: Type a jobname for the report i.e. RW100ITS. Do not use spaces in
the name.

4. Job Description: Type a descriptive title for the report, i.e. IT Budget
Report.

5. Options: select 5 for Reports/Spreadsheet/Drill Around.
6. Periods: select the period or you can also choose 12. Remember that
periods represent the month based on the City’s fiscal year. So period 1

would be July.

7. Year Code: Select Current for the current year or Last or Next or enter the
Year, type 2020 for an example.

8. Reports: Search for department’s budget report or type the name i.e.
CISBUDGET.

9. Click Filter and look for the report for your department.
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*I 10.Click on the name of the budget report to select it.

<« c @ © W% e & iy In @ e

infordev.highpointnc.gov/infor/2be7b4e6-81c-47db-91c5-74288 1eedddi

|| ®@ @ hips/isidevhighpeintne.govlawson/portal/drill/drilhtm
X Close | Q search —> Find Next ) Reset | Explorer View |

All Reports (Records: 1-2) 8 Export
> CISBUDGET 1 CIS Budget Report-All AUs

= CISBUDTEST 1 Test of CISBudget for Crystal

11.Click on the Add button to create the report for the first time. If the report
existed and you were making a change, you would click on Change.

12.0nce you click on Add, on the status bar at the bottom of your screen it will
say job added.

[l RVL00 - Report Generation - [ X

<~ c @ © & hitps/finfordev.highpointnc.gev/infor/2be7bde6-B1c-47db-91¢5-742881eedd96 favoriteContext=Ctype'% (90% = & ¥ In @ e

& ClaireRobinson & < N

RVI00 - Report Generation - DCOHP10

g Claire Robinson

Special Actions ¥ =+ Add /2 Change T Delete 4 Previous @ Inquire » Next  Quick Submit

Year Code Current Year or Year \:I

or Frequency E
Process Group @

or Roports | EEIEEE @ | @] | @ |
\ % | = | | |
\ < | < | < |

m

Statistics Report E List Totals E Xtra XML \El

< m »

[ 22:05:31 - RW400 | Job Added(RW100ITS, HIGHPOINTNC lisclaire) T
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13.To run the report, click on Quick Submit and at the bottom of your screen on
the status bar, the message will say Processing and when finished, it will say
Job has been submitted.

To print the report:

14. Click on the Print Manager button while in the RW100 form.

15.Click to select the report and click on QuickPrint to print the report. To view
the report before printing, double-click on the budget report.

anthanagEr—HIGHPOINTT X il
5-4cle-82ef-2401ed28! Jorit "%

« c @ © & hitpsy/infordevhighpaintncgov/infor % e @ Ty In@D e =

<M <

& Claire Robinson %

3w w00

Print Manager - HIGHPOINTNCisclaire - DCOHP10

ReportActions ¥ @ Inquire 1 Delete  QuickPrint | Q Search b FindMext  #* Reset | @& Export Related Forms ¥

User Name

HIGHPOINTNC isclaire o« | Time Zone: GIIT4

e T T

0O RWI00TS T Budget Report | RW100 RWADOpt | 07M3/2020 222154
[] | HGHPOINTNCVsclaire RW100TTS T Budget Report | RW00 isbudget 071312020 22:21 54
[ HGHPOINTNCVsclairs GL290,20 GL Report 6L290 Gt 07/13/2020 21:56:02
(]| HGHPOINTNCVsclaire CLARETEST  testrwi0Oreport | RW100 RW100pt | 06/30/2020 11:26:25
[ | HGHPOINTNCVsclaire CLARETEST  testowi0Orepot | RW100 cisbudget | 06/30/2020 11-26:24
[22:50:01 - Print Manager - HIGHPOINTNC\isclaire ] Ready +

16.Choose View Options and select PDF Landscape.
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it e © 37

fdevhighpointncgov/serviet/Repartaction=PDF &file=

Automati & Claire

= 4
- 2 v wi00
= 2csassa Savign Summacy

Einind zahy e B
Ssgont Seoscad taorr SB-adk

M00ITS - Step 1) - DCOHP10

secns  sevoow mesen. W

Options ¥ Quick Print ~ Related Reports ¥

o = i

[ 22:51:00 - isbudget (Job RWI0OITS - Step 1)] Ready
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Common Lawson Inquiry Forms and Reports

Below is the list of some of the standard forms and reports used most often in
Lawson and their description.

AP, RQ and PO Forms
Online Name Drill Description
Inquiry Around
HR11 Employee Yes Use to view employee info (restricted based on
security)
AP92 Vendor Yes Use to view invoices paid for a vendor.
Invoices
AP10 Vendor Yes Use to view vendor information.
AP90 Invoice Search | Yes Displays invoice payments to vendors.
By Vendor
RQ10 Requisitions Yes Use to enter or view requisitions.
RQ44 Requisition Yes Displays info on requisitions.
Inquiry
PO64 PO Line Item | Yes Displays PO line info including status, transactions and
History revisions.
General Ledger — Budget Inquiry and Reports
GL90 Transaction Yes Use to view transactions for accounts, view transaction
Analysis amounts and detail.
GL94 Commitment | Yes Displays budget information — budget, actual,
Analysis encumbrances, commitments, remaining budget.
GL95 Account Yes Displays actual to budget and percent by period and by
Analysis year to date. Can also view current and last year
amounts and actual to budget amounts and totals.
GL298 GL Yes Displays Budget information — Actuals, Encumbrances,
Commitment Commitments, Remaining Budget. Can run by levels
Analysis for fund, department and divisions.
Report
GL290 GL Report Yes Displays detail transactions for line item accounts.
RW100 Budget Yes Displays Budget information — Actuals, Encumbrances,
Reports Commitments, Remaining Budget and includes line
item descriptions. Can run by levels for fund,
department and divisions. .
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Projects and Activity — Budget Inquiry and Reports

The Project and Activity Accounting application provides project accounting and activity-
based financial information. Specific departments that handle grant funds and those with
projects use Activities to track their project activity budgets and project expense and
revenue information in Lawson. Activities consist of an activity group, an activity number,
and activity category.Below is a list of some of the standard project and activity forms used
in Lawson and their description.

Online Name Drill Description
Inquiry Around
AC10 Activity Yes Displays activity data including the default accounts,
date range, levels, description and status.
AC90 Activity Yes Use to view activity data by the actual, commitment,
Analysis budget and by account category and periods.
AC95 Account Yes Use to view activity data by activity and account
Category category.
Analysis
AC290 Transaction Yes Displays a list of transactions posted on
Listing Project and Activity Accounting by activity group,
activity, or account category and includes the
transaction description.
AC295 Activity Yes Displays project and activity budget information —
Commitment budget, actual commitments, remaining budget.
Summary
Sample AC10 Activity Form
<« Cc @ © & nhtpsy//infordev.highpointnc.gov/infor/67f1c3f2-34e5-4c7e-82ef-2401ed 289969 HavoriteContext={"type"% 20% - @ n @ e =
< n

a

g Claire Robinson

Data View ¥ |  Special Actions ¥ + Add

AC10.1 - Activity - DCOHP10

&2 Change W Delete 4 Previous @ Inquire > Next |

Activity | <)

Active Budget

Defaults Budget Overrides

Activity Group
Currency

Default Account
Status

Account Category
Date Range
Billable, Contract
Invoice Group
Output Measure
User Analysis

Long Description

| Pars rec = Parks and Rec

[us |

[ wo0cz|  [101421 | | s2msecE | | oz

[rm | Parks & Recreation

=

[o7m1z00s =

- |oemBoro1s M

=

~| No

o=

[Park mangers.

1

<

[22:63:29 - AC10.1 ] Inquiry Complete(' PARK RANGERS
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Contextual Applications

Lawson contains a feature called context applications that you can use in the
system similar to shortcuts. The print manager contextual function and
requisition to payment will default when you click the >> icon. Before any items
displays, you have to have run a report for the it to display in the print manager
contextual app and for the requisition to display info, you will need to have run

RQ 10.
* Using the Print Manager Context Application:

J 1. Click on the >> on the right side of the screen for the print manager. —
Note you can also access the print manager by using Bookmarks,
choose Jobs and Reports and select Print manager or you can
access the print manager from a job form in Lawson once you have
submitted the job.

4e5-4cTe-B26f-240 9 0% | eee g noe =

< c o © & B3 hitps:/finfordev.highpaintnc,

Print Manager

LI 2 <

RWA100.prt
1ob Name: RW100ITS
Job Description: /T Budgst Repert

isbudget
1ob Name: RI00ITS
Job Description: /T Budget Report

GL290.prt
1ob Name: GL290J20
Job Description: GL Report

Documentation

2. You can double click on a report in the print manager list to reopen itin a
pdf format.

3. To close the print manager context app, click on the >> to collapse the
context section in the upper right section of the screen.
Using the Requisition to Payment Context Application:
The Requisition to Payment Context Application allows you to view information

quickly for a requisition, purchase order, invoice, receiving and payment from
certain requisition, PO and invoice screens in Lawson V10. Security is also built
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in so if you are unable to view certain data it will be based on your level of
security.

*u

1. Click on the >> on the right side of the screen for the requisition to payment context
application to open the function.

2. Access and inquire on a Lawson requsition form for example, RQ10 as shown
in the screenshot below. Type RQ10 in the Lawson search box and press Enter to
access RQ10.

3. Inall caps, enter the requester for your department (cokim for example) and the
requisition number you want to view (568) click on Inquire

4. After the form populates, click on Inquire again and the req to payment section will
populate as shown in the example below.

T RQ101 - Regisition - DCOHP X h

AR w U ()

O & 3 htps:/finfordev highpointne.gov/infor/6 7f1c3f2-34e5-AcTe- 82652401 ed 289969 MavariteContext={'type

84 Infor Lawson

General

g Claire Robinson
Lawson Home

<)
GL290pt

RQ10.1 - Requisition - DCORP10

DataView ¥ | SpecialActions ¥  + Add £ Change T Delete 4 Previous + Joblame: GLESOUED
Job Description: GL Report
Regtesier | ] @ KIMHILTON e
RW100 prt
Requisition Number ‘ SGSQJ Processed " Job Name: CLAIRETEST
Job Description: test 100 report
Header  Miscellaneous  Lines  Template DropShip  POBilTo  UserFields  Global

cisbudget
Job Name: CLAIRETEST
Job Description: test 100 report

City of High Point

Company ‘ 10006

Requesting Location ‘zmu Q5|

Communications Center

Delver To ‘

From Company ‘ 1uuuq5| City of High Point

S N A
From Location ‘MOBH qi| COMMUNICATIONS & INFO SERY | Requisiion fo Payment
Location Rule ‘ qi‘ Compary 100
equisiion A
QRq it
Requested Delvery Date ‘ U‘ Requester. - COKI
— Reqt B s
Quote Required ‘ v‘ Prin—
(I Status:  Frooessed
Description ‘ & Purchase Order ”
R 7081
POUserfiedt | | Vendor 71263
= VenName:  MOTOROLA INC

PO User Field3 | ypoATeD
|

4

0

[ 225957 - RGH0.4] quiry Complets/COKIN, 558 000000058, 4000

Buyer.
By Name;
B0 Dater

w
Linda Wood

17008

5. Click the >> to close the Requisition to Payment when finished.
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Accessing ESS or MSS

’i You can access the Employee Self Service (ESS) or Manager Self Service

-

(MSS) links from the Bookmarks link.

To access ESS functions:

1. Click on Bookmarks and then select COHP Employee SS.

2. Click on the ESS function you want to use.

[l Direct Reports - Infor Lawson X

%0% | ees x4 In @ e

<« c @ © & nttpsyfinfordev highpointne.gov/infor/67f1e32-34e5-4c7e-82ef-24(

Direct Reports

Direct Reports

Direct Reports of CLAIRE C. ROBINSON

Currently, you do not have any direct reports

[22:22:31 - Home ] Ready +

To access MSS functions:

1. Click on Bookmarks and then select COHP Manager SS.

2. Click on the MSS function you want to use for Employee dates or Direct Reports.

3. With Direct Reports, you will see the photos and links to access data for employees
who report to you and also their direct reports.
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Accessing and Using the InBasket

You can access the InBasket to view and approve requisitions and personnel
actions. You will receive an email notification similar to the example below for a
requisition or action that is in your Inbasket awaiting approval.

To access the Inbasket:

1. Click on Inbasket in the Navigation Menu or from the Menu apps.

2. Click Home.

Claire Robinson Claire Robinson

3. Click on My Work to access items in your inbasket to approve requisitions or
personnel actions.

I Inbasker x
[ A © @ httpsinfordey highpointne.gov/infor/74ec? bid-f242-4890-3541-260bf326 1438 favoriteContext = https% a0% -2 I @ e
f

My Work

T i o St e

No Data Available

Note: For testing, more details to follow as we complete the process flows and
configuration of this function.

City of High Point
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Loqgqging Out

* When you finish using Infor Lawson, be sure to log out of the system and close
J any Lawson windows.

1. Click on your user name in the upper right corner of the screen.

2. Click on Sign Out to exit the system.

<~ c @ @ & hitps
i o=

a

Claire Robinson

0% e i I

Home

My Tasks

No Data Available
My Work

3. Click the X to close the window for the browser.
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Getting Help and Support

If you experience an issue using the system, email a screenshot and description
* of the issue to the following Lawson team members:

Marija Dosan — marija.dosan@highpointnc.gov

Whitney Ina — whitney.ina@highpointnc.gov
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