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How to access Lawson Business Intelligence

1. Log into your Lawson application with your administrative account (e + employee ID + a)

2. Click “Bookmarks” tab on the portal page (Step 1)

3. Hover over “Business Intelligence” drop down until “Business Intelligence” link shows up to the
right of the “Business Intelligence” drop down (Step 2) *

4. Click on “Business Intelligence” drop down (Step 3)

* If "Business Intelligence" does not display as option, use the "How to create a bookmark in Lawson" on the Budget website,
then return to these directions to proceed.

Business Intelligence Business Intelligence

A

Lawson 5

Common Tasks Useful Information

Manage Subscriptions Hotkeys Help
Manage your navigation links and home page content

Manage User Options
Customize Portal options and your shortcuts



How to run Lawson Business Intelligence Reports

1. Click on the tab labeled “General”

fookmarky « ML_FAVOHITES »

| 41 o Liswson

General =

Shared Budget Status Reports

% o BUDGET_STATUS_REPORT_TO_INCLUDE_BUDGET_EDIT_GROUPS_rev_8/2020(SQL)

Shared Open PO Reports

g | L OPEN_PO_BY_LOCATION_rev_5/2019(5QL)

o OPEN_PO_Report_byline_rev_5/2019(5QL)

Requisition Reports

m o ORDER_STATUS(SQL)
[ o >

o REQUISITION_STATUS_REPORT_ rev_1/2020(SQL)

2. Click on the report you want to run.

on o Home

el .
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BUDGET STATUS_REPORT TO INCLUDE BUDGET EDIT_
GROUPS rev_8/2020(SQL)

e Shows the budget status with the new budget edit groups for selected school(s) and department(s) for a
selected fiscal year

1. Click on BUDGET_STATUS_REPORT_TO_INCLUDE_BUDGET_EDIT_GROUPS_rev_8/20/200(SQL)

General +
Shared Budget Status Reports

3
'ﬂ

o BUDGET_STATUS_REPORT_TO_INCLUDE_BUDGET_EDIT_GROUPS_rev_8/2020(SQL) <:|

Enter the fiscal year.

Select school(s) and/or department(s) for which you want to run a budget status report. Once the
school(s) and/or department(s) is highlighted in blue, click on the arrow pointing right OR you can enter
a value with the school or department 4-digit location and click on arrow pointing right.

Enter prompt values.

Enter FISCAL YEAR: FISCAL YEAR
2018
Select or Enter 4 digit LOCATION(s): LOCATION

Available Values: Selected Values:

School Instruction Dept: 2108 Spedal Education Preschool

School Instruction I:Iept 2175 Fine Arts Secondanr

School Instruction Dept: 2176 Fine Arts Elementary
School Support Dept: 2143 Language and Cultural Equi
School Support Dept: 2144 Indian Education

School Support Dept: 2160 Library Media Services W

Schoal Support Dept: 2168 Student, Parent & Employee Se

|:>nter a Value:
:> Remave || Remove All

[k ]

4. Once the location(s) is selected, click the “OK” button. The report will take several minutes to generate.



5. The report will run in Crystal Report format. To export the report into another format (such as PDF, Excel, CSV
etc.) click on the export icon on the top left of the screen.
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#2850 Albuquerque Group Fiscal Year 2019
0243 Coronado Elementary School Budget Status Report

2018 July 20, 2:14 pm

ACCT UNIT  ACCOUNT SUB DESCRIPTION FTE

6. Click on the drop down box to select the format in which you want the report. Click on “Export”.
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Group Tree

[Elreport BUDGET _STATUS -

0243 #2850 Albuquerque Group Fiscal Year 2019
0243 Coronado Elementary School Budget Status Report
2018 July 20, 2:14 pm
ACCT UNIT ~ ACCOUNT SUB DESCRIPTION HE BUDGET
1100 OPERATIOMAL

EXPENDITURE ACCOUNTS

02430101000 511000 1711 CLASSROOM EDUCATIO Ins Assist - Grades 1-12 Salaries 1.00 16,216.00
02430201000 511000 1213 EARLY CHILDHOOD ED  Teachers -Ezrly Childhood Salaries 2.00 91,856.00
02430201000 511000 1713 EARLY CHILDHOOD ED  Ins Assistants - Ece Salaries 2.00 32,432.00
02430701000 511000 1211 MUSIC/CHOIR/BAND/O Teschers - Grades 1-12 Salaries 0.50 22,550.00
02430801000 511000 1411 PHYSICAL EDU = . 45,322.00
02431021000 511000 1416 BILINGUAL =T ~ 80,374.00
02431021000 511000 1711 BILNGUAL 32,432.00
02431021000 513000 1416 BILINGUAL 6,000.00
02431021000 533300 BILINGUAL File Format: 5,000.00
02431021000 553150 BILINGUAL 4,046.00
02431021000 551180 BILINGUAL | Crystal Reports (RPT) . 10,000.00
02431021000 573320 BILINGUAL 1,000.00
02431031000 511000 1610 BILINGUALSU| PaJ 5,000.00
02431501000 513005 1412 SPECIALEDUG 2,550.00
02438501000 511000 1411 GENERALEDU 555,725.00
02438501000 513000 1411 GEMERALEDU Microsoft Excel (97-2003) 4,000.00
02438501000 513000 1711 GENERALEDU Microsoft Excel (97-2003) Data-Only 2,000.00
02438501000 513005 1411 GENERALEDU ,085.00
02438501000 553150 GENERAL EDUJ Microsoft Excel Workbook Data-anly 4,000.00
02430162100 511000 1214 NURSING SE ) 28,126.00
02430162100 511000 1215 NURSING SE Micrasoft Word (57-2003) 13,832.00
02430162100 511000 1216 NURSING SE Microsoft Word (97-2003) - Editable 21,036.00
02438502200 511000 1212 GENERALED - 24,081.00
02438502200 511000 1217 GEMERALED Rich Text Format (RTF} m 16,216.00
02438502200 513005 1211 GENERALED Separated Values (CSV) jenal 5,000.00
02438502400 511000 1112 GENERALED £2,261.00
02438502400 511000 1217 GENERALEDUCATION § XML 2.00 35,508.00
N7243”c07400 CLG1Gn GFMNFRAI FDICATION Mther Canfract Servires 1 LR NN

7. Click on “Open” at the bottom of the screen to open the report in your selected format. You can also save the
report from here.

[ B ST T BUDGET STATUS - 02_5 2018 e ? Open u o |vu Cancel | X




OPEN PO BY LOCATION rev_5/2019(SQL)

e Shows what purchase orders are still open by their location

1. Click on OPEN_PO_BY_ LOCATION_rev_5/2019(SQL) report
Shared Open PO Reports A

g & OPEN_PO_BY_LOCATION_rev_5/2019(5QL)

o OPEN_PO_Report_byline_rev_5/2019(5QL)

2. Select the location(s) for which you want data. Once the location is highlighted in blue, click on the arrow pointing
right. Once location(s) is selected click the “OK” button.

Enter prampt values.

Enter LOCATION: LOCATION

Available Values: Selected Values:
: Albuquerque Grp: 0243 Coronado Elementary School
| hq |
Alhuquerque Grp: 0252 East S5an Jose Elementary School

Albuquerque Grp: 0261 Eugene Field Elementary School
Albuquergue Grp: 0291 Longfellow Elementary School W
Albuquerque Grp: 0300 Lowell Elementary School
[« [»]

Enter a Value:

|

Remaove || Remave All

oK
3. You can also search for your school or department by clicking on the filter icon and typing in either your school or
department location number or name and clicking “OK”.

Enter LOCATION: LOCATE
Available Values: Selected Values:

Albuquergue Grp: 0243 Coronado Elementary School

Albuquergue Grp: 0244 Dolores Gonzales Elementary Schot

Albuguerque Grp: 0252 East San Elementary School

Albuguerque Grp: 0261 Eugene Elementary School

Albuguergue Grp: 0291 Longfell ementary School b .

Albuguerque Grp: 0300 Lowell ary School fid

« D M

Set Filtel x
Enter a Value: \/
| Los
[ ok |[ cancel | | [ Remove || Removesl

4. Select the location(s) for which you want data. Once the location is highlighted in blue, click on the arrow pointing
right. Once location(s) are selected click the “OK” button.
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Enter LOCATION:

LOCATION

Available Values:

Selected Values:

.;iriscu Grp: 0339 Carlos Rey Elementary School
Rio Grande Grp: 0297 Los Padillas Elementary School
Valley Grp: 0336 Los Ranchos Elementary School

Valley Grp: 0336 Los Ranchos Elementary School

Wi )=

Enter a Value:

Remove || Remaove All

5. The report will run in Crystal Report format. To export the report into another format (such as PDF, Excel, CSV etc.)
click on the export icon on the top left of the screen.
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OPEN PO REPORT - By Open Line

ACCT UNIT FUMD ACCOUNT ACTIVITY CATEGORY DROP SHIF NAME




6. Click on drop down box to select the format in which you want the report. Click on “Export”.

Group Tree

=
#2850 Albuquerque Group Fiscal Year 2019
0243 Coronado Elementary School Budget Status Report
2018 July 20, 2:14 pm

ACCT UNIT ~ ACCOUNT SUB DESCRIPTION FTE BUDGET

1100 OPERATIOMAL
EXPENDITURE ACCOUNTS
02430101000 511000 1711 CLASSROOM EDUCATIO Ins Assist - Grades 1-12 Salaries 1.00 16,216.00
02430201000 511000 1413 EARLY CHILDHOODED Teachers -Early Childhood Salaries 2.00 91,856.00
02430201000 511000 1713 EARLY CHILDHOOD ED  Ins Assistants - Ece Salaries 2.00 32,432.00
02430701000 511000 1411 MUSIC/CHOIR/BAND/O Teachers - Grades 1-12 Salaries 0.50 22 550.00
02430201000 511000 1411 PHYSICALEDL o = 45,928.00
02431021000 511000 1416 BILINGUAL - 80,374.00
02431021000 511000 1711 BILNGUAL 32,432.00
02431021000 513000 1416 BILNGUAL £,000.00
02431021000 533300 EILINGUAL File Format: 5,000.00
02431021000 558150 BILINGUAL 4,046.00
02431021000 561180 BILINGUAL | Crystal Reparts (RPT) . 10,000.00
02431021000 573320 BILINGUAL EJ 1,000.00
02431031000 511000 1510 BILINGUAL SU| P 5,000.00
02431501000 512005 1412 SPECIAL EDUQ POF 2,950.00
02438501000 511000 1411 GEMERAL EDU 555,729.00
02438501000 513000 1811 GEMERAL EDU Microsoft Excel (97-2003) 4,000.00
02438501000 512000 1711 GENERAL EDU Microsoft Excel (97-2003) Data-Only 3,000.00
02438501000 512005 1411 GEMERAL EDU ,085.00
02438501000 553150 GEMERAL EDU Microsoft Excel Workbook Data-only 4,000.00
02430162100 511000 1214 MURSING SE ) 28,126.00
02430162100 511000 1215 NURSING SE Micrasoft Word (57-2003) 13,832.00
02430162100 511000 1216 MURSING 5E Microsoft Word {97-2003) - Editable 21,036.00
02438502200 511000 1212 GENERAL ED 24,081.00
02438502200 511000 1217 GENERALED Rich Text Format (RTF} o 16,216.00
02438502200 513005 1211 GENERALED Separated Values (CSV) oo 5,000.00
02438502400 511000 1112 GEMERALED) 68,261.00
02438502400 511000 1217 GEMERAL EDUCATION S| XML 2.00 29,908 .00
N243RL07400 GRG0 GFMNFRAI FDILICATION ther CAnfrart Servires 1 BER 0N

7. Click on “Open” at the bottom of the screen to open the report in your selected format. You can also save the
report from here.

Open H Save |YH Cancel h




OPEN PO Report byline rev 5/2019(SQL)

e Shows all open purchase orders for the entire district

1. Click on OPEN_PO_Report_byline_rev_5/2019(SQL)
Shared Open PO Reports A
(4.\ o OPEN_PO_BY_LOCATION_rev_5/2019(5QL)

o OPEN_PO_Report_byline_rev_5/2019(5QL)

2. The report will run in Crystal Report format. To export the report into another format (such as PDF, Excel, CSV
etc.) click on the export icon on the top left of the screen.

L% wl|1of1 |- 100% |-

< ____________________________________________________________|

OPEN PO REPORT - By Open Line

ACCT UMIT FURD ACCOUNT ACTIVITY CATEGORY DROPSHIP NAME

3. Click on drop down box to select the format in which you want the report. Click on “Export”.

S 2 | & [T Lo 1+ 9] 200% ¥

Group Tree <«
=) report BUDGET STATUS - 02_5_201
[ 0243 #2850 Albuquergque Group Fiscal Year 2019
0243 Coronado Elementary School Budget Status Report
2018 July 20, 2:14 pm
ACCT UNIT  ACCOUNT SUE DESCRIPTION FTE BUDGET
1100 OPERATIOMAL

EXPENDITURE ACCOUNTS

02430101000 511000 1711 CLASSROOM EDUCATIO Ins Assist - Grades 1-12 Salaries 1.00 16,216.00
02430201000 511000 1413 EARLY CHILDHOOD ED  Teachers -Esrly Childhood Salaries 200 91,856.00
02430201000 511000 1713 EARLY CHILDHOOD ED  Ins Assistants - Ece Salaries 200 32,432.00
02430701000 511000 1311 MUSIC/CHOIR/BAND/O Teachers - Grades 1-12 Salaries 050 22,550.00
02430801000 511000 1311 FHYSICAL EDUY — . 35,928.00
02431021000 511000 1416 BILINGUAL 2 . 80,374.00
02431021000 511000 1711 BILINGUAL 32,432.00
02431021000 513000 1416 BILINGUAL £,000.00
02431021000 533300 BILINGUAL File Format: 5,000.00
02431021000 558150 BILINGUAL 4,046.00
02421021000 551180 BILINGUAL Crystal Reports (RPT) . 10,000.00
02431021000 573320 BILINGUAL i 1,000 00
02431031000 511000 1610 BILNGUAL 5L Pag| 5,000.00
02431501000 513005 1412 SPECIAL EDUC FDE 2,350.00
02438501000 511000 1411 GEMERAL EDU i 555,723.00
02438501000 513000 1411 GENERAL EDU Microsoft Excel (97-2003) 4,000.00
02438501000 513000 1711 GEMERAL EDU Microsoft Excel (97-2003) Data-Only 3,000.00
02438501000 513005 1411 GEMERAL EDU 8,085.00
02438501000 558150 GEMERAL EDU Microsoft Excel Workbook Data-only 4,000.00
02430162100 511000 1214 MURSING SER . 28,126.00
02430162100 511000 1215 NURSING SER! Microsoft Word (97-2003) 13,338.00
02430162100 511000 1216 MURSING SER Microsoft Word (97-2003) - Editable 21,035.00
02438502200 511000 1212 GEMERAL EDU ) 24,081.00
02438502200 511000 1217 GEMERAL EDU Rich Text Format (RTF) — 16,216.00
02438502200 513005 1211 GEMERAL EDU Separated Values (CSV) e 5,000.00
02438502400 511000 1112 GEMERAL EDU £8,261.00
02438502400 511000 1217 GEMERAL EDUCATION & XML z.00 39,308.00
N7243RCN2400 CCgiCn GFNFRAI FDUCATION ther CAnfrart Sarvires 1 BLE NN




4. Click on “Open” at the bottom of the screen to open the report in your selected format. You can also save the
report from here.

Do you want to cpen or save report_ BUDGET_STATUS - 02_5_2018_Schools.rpt.pdf from apbipd.aps.edu? Open Save |T Cancel x

REQUISITION STATUS REPORT_rev_1/2020(SQL)

e Shows requisitions and their status by location

1. REQUISITION_STATUS_REPORT_rev_1/2020(SQL)
Requisition Reports
/q\\ o ORDER_STATUS(5QL)

/_® > o REQUISITION_STATUS REPORT_ rev_1/2020(SQL)

2. Select location and enter other optional parameters as needed then click the “OK” button.

2 report_Requisition Status Report 03-04-2019_LM - Lawson Report Viewer - Internet Explorer — O =
@& https://apbipd.aps.edu/ers/ersRequestHandler jsp?CMD=VIEW&INSTANCEID=LATEST&OuterWrapper=truefMNewReport=true&REPORTID=615&EF55ES5 @
Enter prompt values.
P P S
Enter Requisition Location: RequisitionLocation
| 026 - STUDENT/SCHOOL COMM. SRVC.-026 W
[J L)
[OPTIOMAL] Enter Requisition Creation Datels): RegquisitionCreationDate
Please enter Date in format "mmy/'ddfyyvy".
Start of Range: End of Range:
Enter a Value: Enter a Value:
[07/01/2018 |06/30/2019
Indude this value [ No lower value Indude this value [ No upper value
[OPTIOMAL] Enter Requisition Requester(s): RequisitionRequester
Selected Values:
|
Remove | | Remove All
[OPTIONMAL] Select Requisition Status(es): Requisition5tatus
Available Values: Selected Values: R
| — 1
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3. Click on drop down box to select the format in which you want the report. Click on “Export”.

LS e | & [|OWE] 1 of 1+ [F] 100% |

Group Tree

[Elreport BUDGET_STATUS - 02_5_201
¥ 0243 #2850 Albuguerque Group Fiscal Year 2019
0243 Coronado Elementary School Budget Status Report
2018 July 20, 2:14 pm
ACCT UMIT  ACCOUNT SUB DESCRIPTION FTE BUDGET
1100 OPERATIOMNAL

EXPEMDITURE ACCOUNTS

02430101000 511000 1711 CLASSROOM EDUCATIO Ins Assist - Grades 1-12 Salaries 1.00 16,216 .00
02430201000 511000 1413 EARLY CHILDHOOD ED  Teachers -Esrly Childhood Salaries 200 91,856.00
02430201000 511000 1713 EARLY CHILDHOOD ED  Ins Assistants - Ece Salaries 200 32,432.00
02430701000 511000 1411 MUSIC/CHOIR/BAND/O Teachers - Grades 1-12 Salaries 0.50 22,550.00
02430801000 511000 1411 PHYSICAL EDUY = . 45,928.00
02431021000 511000 1416 BILINGUAL Expo - 80,374.00
02431021000 511000 1711 BILINGUAL 32,432.00
02431021000 513000 1416 BILINGUAL £,000.00
02431021000 533300 BILINGUAL File Format: 5,000.00
02431021000 558150 BILINGUAL 4,046.00
02431021000 551180 BILINGUAL |G‘vstﬂ| Reports {(RPT) . 10,000.00
02431021000 573320 BILINGUAL . 1,000.00
02431031000 511000 1610 BILINGUAL 5L P i 5,000.00
02431501000 513005 1412 SPECIAL EDUC FDE 2,350.00
02438501000 511000 1411 GEMERAL EDU 555,725.00
02438501000 513000 1411 GENERAL EDU Microsoft Excel (57-2003) 4,000.00
02438501000 513000 1711 GEMERAL EDU Microsoft Excel (97-2003) Data-Only 2,000.00
02438501000 513005 1411 GEMERAL EDU 2,085.00
02438501000 559150 GEMERAL EDU Microsoft Excel Workbook Data-only 4,000 00
02430162100 511000 1214 MURSING SER| - 28,126.00
02430162100 511000 1215 NURSING SER] Micrasoft Word (57-2003) 12,338.00
02430162100 511000 1216 MURSING SER| Microsoft Word (37-2003) - Editable 21,036.00
02438502200 511000 1212 GEMERAL EDU 24,081.00
02438502200 511000 1217 GEMERAL EDU Rich Text Format (RTF) o 15,215.00
02438502200 513005 1211 GEMERAL EDU Separated Values (CSV) pee 5,000.00
02438502400 511000 1112 GEMERAL EDU 68,261.00
02438502400 511000 1217 GEMERAL EDUCATION 5| XML 200 33,908.00
N24385N2400 LLgi1tn GFNFRAI FNUCATION ithar CAnfrart Sarvires 1 8GR NN

4. Click on “Open” at the bottom of the screen to open the report in your selected format. You can also save the
report from here.

11





