Imprest Claim Online
Submittal Training

Accounts Payable Branch




Data Entry Crosswalk

s Los Angeles Unified School Dastrict

* - OL Account is olso known G3 Commitment item

{ \ Accounting and Disbursement Division |
\ " Accounts Payable Branch
IMPREST FUND CLAIM FORM Bal. [0.00 {oo: |
Vendor ]
Sedion A Z 7 l :
Date: 9/19/2017 {Claim No:|  18-1824501-010 M’-\d(hin: Oves Ere s [ . J
Vendor Name: | LAUSD JOHNN(E L CHOCHRAN MS | Vendor Account No. 4000000112 Vendos [Se00000a22 Siind || N LAUSD JOHNNIE L COCHRAN JR MS
1 1 1 1 T ok e-Gate— 2! Reference 18- e GILBERTO SAMUEL
Prepared by: John Doe Phone: 323-733-2157 | tmall: | % ,_03/1_9_/_2i, IS2834502 5010 o TO
Section ——— ‘ !
B N ~ Postino Date orwx’/zox‘) : AREA MV) LD3
Chek | 6L , [ con Document Type  [KI (AP - Imprest .. ¥/ SCHOOL MAIL CA 08245
Date Received I Description J H R Amount Fund l Functional Ares Im >y -
i __jaemt - [ 323-733-2157 03|
08/13/17 Books L 013 430001 § 50.00 010-0000 1110-1000-75046 1824501 [110 Y ]
8/15/2017 Paper 014 430001 § 60.00 010-0000 1110-1000-75046 1824501 l'!]?!? Ols ]
‘Ttie 1
pa— Due mmedately
Total: § 110007 «» ‘
| certify that 1) the above statement is correct and that all materials listed thereon have been received, 2) there is no profit of any -
kind for me in this claim and that is in accordance with Section 60071 of California Education Code; and 3) charges to donation 0 Items { Screen Varant : ZAP_FV60_SCRS )
are within the donor’s stipulated allowable use e st e e — — —— - —_ —-— y o o
o o Ba. Glad SetTes ‘D/C |Amount in doc.curr.  Fund Func. Area (Cost center glm-nt;
Guilberto- Samunel Gilberto Samuel 9/20/2017 1430001 GenerdlSupples Debic $0.00010-3010 1110-1000-7S046 1824501  check 013 =
| - - - - b
Sproture of AdminG - of Admind — 1430001 Generd Spples Debic 60.00010~3010 1110-1000-78046 1824501 check 014
Debit ¥
Commonly Used GL Accounts * Debic
410010 Textbooks - General Purpose 430004 Reprographic Services Debit
420010 Other Books - General Purpose $20002 Travel/Conference Attendance Debic -
420040 Other Books - Elementary S$30001 Dues and Membership Deb —
430010 Instr Material-General Purpose 560011 Rental Of Equipment AT
440001 Non-Capitalized Equip-All Other SE000S Repair Of Equipment Debic
430001 General Supplies S60006 Maintenance Of Equipment Debir - =
430002 Advisory Committee Expenses 580012 Contract Bus Services
430003 Maintenance/Operations-Supplies S90001 Tel, Pager Postage Fees Debic « >
« « »



e Enter the
claim details

e Park
document

NOTE:

e Review claim

e Approve or
reject claim

On Line Claim Submittal Overview

e Review claim

e Approve or
return claim
to school

a) If the Principal rejects the transaction, it will go back to the SAA.

b) Claim workflows to Title | only for claims that are funded by Title | programs. If claim is

rejected by Title | approver, both SAA and Principal will be notified
c) If A/P rejects the claim, both SAA and Principal will be notified.

A/P Processor

e Review
approved
claim

e Process or
reject claim




SAP ACCESS ROLE

for PREPARERS and APPROVERS

RN N Accens Request [

Access Request Form | Role Approvers

SAP Login: https://apps.lausd.net/
Access Request tab = Access Request Form = Add - Role
Enter RF845_0000 in the Cost Center/Role Name field (see screenshot below)

Access Request Form > Click Search ([Searcn ]| )
Detailod Havigation = > Sglect Role .
_ SAP Ac > Click Add ([>]) to move the role from Available to Selected

N e ./ —-m[ » Click OK ([ox])

R ; : » The access role will be listed on the User Access tab

« My Sacurly Profie Reques! » Enter the reason for request in the Justification for Access field.

» Click Submit ([ submit])

Search Criteria
Maximum number of result rows: Before proceeding with the above entries info under Request Details:
Cost Center [ (1057101 ] » Please check the Cost Center. If you have access to multiple
‘Company lis | [Los Angeles Unified School District /| location, then it will be part of the dropdown.
[Business Process | -] / ~1®© > |f submitting for a different person, select ‘Other’ under the
[Subprocess |ls >l ¥ 100 Request For dropdown. Follow prompts to locate (select) the
Cost Center / Role Name |is Mrr545 0000 x| P>
. : person.
'Role Description | [is = ®E
Transaction from Backend System s ~| g®e
4



https://apps.lausd.net/

Instructions for
SAAs And
Financial Managers




Step 1: Login to SAP

» Go to https://apps.lausd.net/ (SAP Link)
» Enter your Single Sign On user ID and password

Please log on to continue.

User name:

Password:

Enter your Single Sign-On (email) username and password to Log On. e.g.

(msmith@lausdk12.ca.us, mary.smith@lausdnet). Do not add domain name
(@lausd.k12.ca.us @lausd.net).

Account Problems? Get Support.



https://apps.lausd.net/

Step 2: Click on Accounts Payable tab o to Accounts

Payable Tab
» The screen below will display sample user — Anna Guevarra

Welcome ANNA GUEVARRA

Overview
A4
Detailed Navigation =] Overview
= ECC_WINGUI
= ECC_WEBGUI

Portal Favorites E] @




Step 3: Click on “Submit Imprest Claim” under Process Transaction

Welcome ANNA GUEVARRA

Accounts Payable

Process Transactions

Accounts Payable

1
Detailed Navigation ]

= Display Parked Document
= Submit Imprest Claim

Click this

Portal Favorites =] 3]




For first time users, please
follow the steps shown in
pages 10 to 12 to setup the
Document Type prior to
proceeding with the data
entry.




What the Imprest Preparer (SAA/Financial Managers) will see the first time they login

Step 1: Document type field is hidden. Click Editing options.

aaTreeon [smubte [ Save as completed Pemnml

Ba. lo.00 [o's's
Vendor | B o
Invoxce date Reference 4
Postng Date 09/26/2017 Doc Type fiedd is hidden ¢
Amount \\_
Text
0 Items ( Screen Varient : ZFV60_IMPREST_REPL_0105 ) ,
& St.. G/Lact Short Text D/C Amount in doc.curr, Fund Func. Area Cost center  WBS element

!_‘ Debit ¥

10



Step 2: Check box for Documents must be complete for parking.

Step 3: Go to Doc type option at the bottom of the screen, select Entry with short name.
Step 4: Click Save, then click the &% Back arrow.

Accounting Editing Option,
o | -] «

= JE O

General Entry Options
Documents only n local asrency
Armnmourt felds ondy for doasmnent axrency
Exchange rate from frst ine tem
No specal GJL transactions
Docurments not aross code

v Documents must be compiete for parkang

No partner busness arca n head. scaoeen
v Calouate taxes ONn Net EMount

Copy text for G/L account entry

Do not copry tax code

Fast entry vio ISR nurnber

ISR Entry with Control Deplay

Do not update control totals

Actornmatic Negatyve Postng

Hde transacton
Propose final amoune

DY C ndcator as +/- sgn

Dsplyy penods

Postng n specal perods possibie
Advays Use Payment Base Deadine

‘o’ Local currency
T Last docurment Currency used

Defauk Company Code
No Companryy Code Proposal

—

( 1 ————

Complex Search for Busness Partner
Mropose Last Tax Code
Toax Code: Ondy Dsplay Short Text

11



» The Document Type field is now showing and indicates KI (AP-Imprest Replenishment).

. Bescdm

Vendor 4000000112 l
Invoice date 09/20/2017| Refe
Posting Date 09/20/2017|

Document Type KI (AP - Imprest Rep ~
Amount 110.00 |

Text ‘Tithe 1 Imprest Clam

AY
o
\QX\\Q' You only do these steps once. Next time you log in proceed directly with the data entry.

e

/’%

12



Data
Entry
Instructions




Data Entry Crosswalk

s Los Angeles Unified School Dastrict

* - OL Account is olso known G3 Commitment item

{ \ Accounting and Disbursement Division |
\ " Accounts Payable Branch
IMPREST FUND CLAIM FORM Bal. [0.00 {oo: |
Vendor ]
Sedion A Z 7 l :
Date: 9/19/2017 {Claim No:|  18-1824501-010 M’-\d(hin: Oves Ere s [ . J
Vendor Name: | LAUSD JOHNN(E L CHOCHRAN MS | Vendor Account No. 4000000112 Vendos [Se00000a22 Siind || N LAUSD JOHNNIE L COCHRAN JR MS
1 1 1 1 T ok e-Gate— 2! Reference 18- e GILBERTO SAMUEL
Prepared by: John Doe Phone: 323-733-2157 | tmall: | % ,_03/1_9_/_2i, IS2834502 5010 o TO
Section ——— ‘ !
B N ~ Postino Date orwx’/zox‘) : AREA MV) LD3
Chek | 6L , [ con Document Type  [KI (AP - Imprest .. ¥/ SCHOOL MAIL CA 08245
Date Received I Description J H R Amount Fund l Functional Ares Im >y -
i __jaemt - [ 323-733-2157 03|
08/13/17 Books L 013 430001 § 50.00 010-0000 1110-1000-75046 1824501 [110 Y ]
8/15/2017 Paper 014 430001 § 60.00 010-0000 1110-1000-75046 1824501 l'!]?!? Ols ]
‘Ttie 1
pa— Due mmedately
Total: § 110007 «» ‘
| certify that 1) the above statement is correct and that all materials listed thereon have been received, 2) there is no profit of any -
kind for me in this claim and that is in accordance with Section 60071 of California Education Code; and 3) charges to donation 0 Items { Screen Varant : ZAP_FV60_SCRS )
are within the donor’s stipulated allowable use e st e e — — —— - —_ —-— y o o
o o Ba. Glad SetTes ‘D/C |Amount in doc.curr.  Fund Func. Area (Cost center glm-nt;
Guilberto- Samunel Gilberto Samuel 9/20/2017 1430001 GenerdlSupples Debic $0.00010-3010 1110-1000-7S046 1824501  check 013 =
| - - - - b
Sproture of AdminG - of Admind — 1430001 Generd Spples Debic 60.00010~3010 1110-1000-78046 1824501 check 014
Debit ¥
Commonly Used GL Accounts * Debic
410010 Textbooks - General Purpose 430004 Reprographic Services Debit
420010 Other Books - General Purpose $20002 Travel/Conference Attendance Debic -
420040 Other Books - Elementary S$30001 Dues and Membership Deb —
430010 Instr Material-General Purpose 560011 Rental Of Equipment AT
440001 Non-Capitalized Equip-All Other SE000S Repair Of Equipment Debic
430001 General Supplies S60006 Maintenance Of Equipment Debir - =
430002 Advisory Committee Expenses 580012 Contract Bus Services
430003 Maintenance/Operations-Supplies S90001 Tel, Pager Postage Fees Debic « >
« « »



Step 4: SAP Imprest Claim Entry Screen: Basic Data to be entered by the SAA or Financial Manager.

Park Vendor Invoice: Company Code 1000

saTreeon [fiSmubte [ Save as completed  # Edtng options
Bal. 10.00 00 ]
e enter

Vendor 4000000112 (1) | LAUSD JOHNNIE L COCHRAN JR MS

Invoice date 09/20/2017) Reference | 181824501010 (3% | /o GILBERTO SAMUEL

Posting Date 09/20/2017/ AREA MV) LD3

Document Type AR (AP - Imprest Rep e Vi2KESUTE Document Type SCHOOL MAIL CA 08245

selectedis KI
Amount 110.00 [ 3237332157 3]
Text Ttle 1 Imprest Clam @
Ols

2 Items ( Sareen Vanant : ZFV60_IMPREST_REPL,_0105 )

B Sst.. G/L Text D/C

« |43000 al Supples Debit
« |430001 General Supples Debit
0 Debit
' Debit

w

4] 4] ¢

50.00 010-3010 1110-1000-75046 1824501

This is automatically filled
once the vendorcode is
entered

If charged to a different cost
center, the authorization of the

60.00 010-0000 1110-1000-7S046 1824501

{

»

CC administratorshould be
- ) attached.

15



» Drag the bottom scroll bar to the right to display the remaining data fields.

Park Vendor Invoice: Company Code 1000
saTree on  [%33 Smulate ESMHWM £ Eding options

Vendor (4000000112
Invoxe date 109/20/2017] Reference | 18-1824501-010
Posting Date (09/20/2017]
Document Type 'KI (AP - Imprest Rep
Amount (110.00 |
Text ‘Ttde 1 Imprest Clam
Only G/L account for
authorized expense types will
be allowed here.
2 Items ( Screen Vanant : _REPL_0105 )
B St.. G/Lacat  Short Text D/C Amount in doc.curr.  Text
Euonm General Debit + 50.00 'Bond paper
" |430001 General Supples Debit €0.00 |Marker
Debit «
Debit «

LAUSD JOHNNIE L COCHRAN IR MS
C/O GILBERTO SAMUEL

AREA MV] LD3

SCHOOL MAIL CA 08245

[0 323-733-2157 (=]

Bond paper
“arker

Assgnment
check 013
check 014

16



Field Name

Data To Enter

1. Vendor Enter the 10-digit Imprest Vendor Number. The vendor number should start with “4”.

2. Invoice Date Enter the date of the Imprest claim request.

3. Reference Enter your self-assigned Imprest Claim number that should include the 2-digit fiscal year, 7-digit
Cost Center, and 3-digit sequential number. Example: 17-1082301-001 where 17 is FY 2017-18,
1082301 is the cost center, and 001 is the first claim in the fiscal year. NOTE: Each claim number
should be unique. Error will be encountered if a previously used reference number is entered.

4. Document Type This field should be defaulted to “KI (AP - Imprest Replenishment)”. If not defaulted to Kl, see
pages 8-11 for one time set-up instructions.

5. Amount Enter the overall total of the Imprest claim.

6. Text Click dropdown arrow to choose the appropriate claim type a) Regular Imprest Claim b) Title |
Imprest Claim, or c¢) Closing Imprest Claim

7. G/L Account Enter the GL code that is appropriate for the type of expense. Example: 430001 for supplies, etc.

8. D/C Select Debit for expenses or Credit for adjustment. Example of adjustment: Duplicate claim or
over reimbursement from previous claim(s) that you want to deduct from the current claim.

9. Amount in Doc Enter the amount for that line item

Cur

17




Field Name

Data To Enter

10. Fund

Enter the fund for the program you are charging for that line item. Example: “010-0000” or leave
it blank as this will be derived once your enter the Functional area in #11

11. Functional area

Enter the Functional Area for the program you are charging the line item.

12. Cost Center

Enter the cost center that owns the program where the line item is charged. If the cost center is
other than your own, the authorization of the Cost Center Administrator being charged is
required to be attached to the this document for Accounts Payable to pay the claim.

13. Text

Enter brief description of the item purchased.

14. Assignment

Enter the Imprest check number issued for that line item.

18




Step 5: Click Save as Completed — this will trigger an immediate budget check.
If any of the entered funding line(s) has issues, SAP error(s) such as ABE (Annual Budget Exceeded) or
Combination error (invalid combination of cost center and program), etc. will appear immediately.

L

j Park Vendor Invoice: Company Code 1000
B Treeon  [FFSmubate | [ save as completed |#E:ﬁmgnp|:'-un5

A pop-up window will appear for Save Approvers/Reviewers --- see Step 6.

19



Step 6: Click Save Approvers/Reviewers (either top left or bottom right button) to complete the transaction and

initiate the approval workflow.
1. First Approver - the Cost Center’s Imprest administrator
2. Second Approver - Title | Approver (if claim is charged to Title I) or Accounts Payable Imprest Processor

(Regular Claim)
3. Third Approver - Accounts Payable Imprest processor (if Title | claims)

'I-. = :“ — :-:“I [T] ou must cick on Save Approvers buttan to complete the transadtion . QTA NT

Approvers Previes UserlD Name Location of Postion Status Acted By Acted on Acted Time
ED Frst Appraver L & {00100 00
B‘Ecid e GSAMUEL. .. GILBERT O SAMILIEL 1824501 —_ $$$ Save
2 Ez] * JALCARA... JESREEL 1AM ALCARAS 1057101 0 00 O :
EEAMd Paviewsr |ELDeiete Reviewer | Approversl
IReveverrs Prevew UserlD MName Poston  Location of Posibon -
. Reviewers
s Commens ] to trigger the workflow
s6O)T ENEE i B
to the approver
L, ol Lol =Lm 1 of 1 Ines
Comameents History
DLy B 00 _E‘,

20



Step 7: After clicking the Save Approvers/Reviewers, a blank Imprest screen will appear with Document number
(at the bottom of the screen) for the claim you’ve entered. Write down the Document number (10-digit number

that starts with “50”) for your reference.

Document Edi Goto Extras Settings Enyronment System Help

P rfl«H ea® t SR APSE & - @ 6B
Park Vendor Invoice: Company Code 1000
daTreeon [FRismute [ Sove as completed 7 Edtng optons

Vendor

Invoce date Reference
Postng Date 09/20/2017

Document Type Kl (AP - Imgrest Rep ¥

Amourt

Tex

0 Items ( Screen Varant : ZFVE0_IMPREST _REML_0105 )
B Gla ShotTex o/C Amourt n doc.our.  Fund Func. Area Cost certer  WBS clement
| Debit

Oebit
Debit
Debit

[ 1]

q/¢/4¢] ¢

l-—

¥ Document S002406598 1000 was parked '

21




Instructions
on How to

Attach/Display
Documents




HOW TO ATTACH DOCUMENTS

» Sample attachments: ATRN (approved travel form), Field Trip form, Donation Form, receipts, agenda etc.

AON ANCELEX CVITH D MO XTex T

BEQUEST FOR IRAVEE AN ar e

- ] L ) J P
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LOS ANGELES UNIFIED SCHOOL DISTRICT
Business Services Division

REQUEST FOR PROCESSING OF A CASH DONATION

SchoalOffice:_Evans Community Adult Schod ~ Locatles Code 50900

Contact Perven ___ Rosario P, Galvan Telephome No: (J13) 026- 7151

Name of Donor_Lowin Haimowise Trus’ Busscl] Goma_Telephone Noo(110) 439.5152

Address: | 580 Chastian Packway Pacific Palsades. CA 90272

CASH DONATION: Amowsr of ettached Checkin)
Fund/Program Code 10 be credised:

Descrite how the donstion will be used
Purchase of lserms for schood Exgeo

by I WAYS AT

=) wtudent ychol snd:

Use this form to process for Beard Approval doastions of materfal, oquip or
services with & value grester than $25,000.

EQUIPMENT: Description: N/A
Make & Model No.
Serial Ne. Age. Value

MATERIAL:  Dosrip NA

Pt Valde
SERVICES: Dy NA
£ Value s
Approval: Site Admisisessce: WMM
CENTRAL OFFICE USE ONLY
Moot Servece Brwa 8 Locel Fincal Servioes
Dase Processed g [FS X ’
‘-—-w o . AR
Conmact Section (v 323,000) ; ~ b |
hate of Dowrd Appeoval B Gf’/&"“
St ——_
Genaral Acooastng Bowxk SR RV |
Dute Chock Deponnnd . - S
Siganwre !‘1\_ g\a

Wjecthves:

$MSS
Command Center Agenda

Acgunt 15, 2017, 700 AM ~ 400 M
Room 10152

his mesting will provice o with the opoortunity 1o coflaborate and dscuas the status of 5chool opaning day

wrticigants:

4SS team membery, infosys tem membery, MISS Leadership

| Tune Aty Team =
TOOAM | o Ay T [« Team teads * SMEs
* Monitoring boards/Seype o Vertical Leads o Robert Peayo
S00AM | » Chec-in meeting * Al lsted above * ityan Tangco
Help Desk Stats o Moy * Thamy Sparangs
Performance {montor (U bosed for Somawndaram
attendance and eavoliment) » Sofla Mermander
1000 | » Schools with 20 students out of class o Josaph Garcla I
AM need fo call in o Raul Chagoyan (backup)
. e Googhe Doc * IT Support
© Decide £ support needs to be deployed | « Dawn Patrol
1100 | o Checkn meeting Same 4 900 meeting
AM 5 Help Desk Staty
o Pecformance Determine if the 1.00 meeting is
Analysis of priority schools from $0am necessary
{ [schools who need suppor) — |
100 PM | » Checkin meeting, ¥ needed Same 25 900 meeting
330PM |+ Debriel of Day 1 s Project Leadership, AllLzads, SMEs

23



To attach documents from the blank Imprest screen:
Step 1: Click Document --> Display --> Enter Document number --> click Continue
The claim you previously entered will appear.

| Document | Fdt Goto Extrgs Settngs Enyronment System  Heb

f M DHHH Q8
; i Select parked dgeument _ Cuesh de 1000
‘ i;:m Cu:: as completed  [Post  # Edeing options
Save as Completed CUrisShit+£6 e Display Parked Document: Initial Screen
_ bew Shet+F11 Q | =y e Qe -

Simulate General Ledger Ctri+Shit+FS
\ pd document
1 Ex Shft+F3 ce
Posting Date 10/16/2017 Pernd
Document Type (K1 (AP - Imprest _ |

fili| Document Ist  # Editing Options

[C1Doc.cutrency

Company Cod

Doc. Number 15002406598 |
Fiscal Year 2018/

| Continue || Cancel |

24



Step 2: Click this button to attach or open attached documents.

Parked Vendor Invoice 5002406595 1000 2018

aaTr f#ismulate  [5)Save as completed ¢ Editing options
Ba. [0.00 [o%is]
~ Vendor
| Address
Vendor |4000000112 =} LAUSD JOHNMIE L COCHRAN IR MS
Invoice date 09/19/2017/ Reference 18-1824501-010 C/O GILBERTO SAMUEL
Posting Date 08/19/2017 AREA MV] LD3
Document Type 'KI (AP - Imprest Rep ~ |  DocumentMNo |5002406595 SCHOOL MAIL CA 08245
Amount 120.00 [0 323-733-2157
Text Tite 1 Imprest Claim

1 Items ( Screen Variant : ZFV60_IMPREST _REPL_0105 )

B St... G/Lacct  Short Text D/C Amount in doc.curr.  Fund Func. Area Cost center  WBS element | |
« |430001 General Supples Debit ¥ 120.00 010-3010 1110-1000-7S046 1824501
' Debit ¥
o Debit =
Debit + -
. i >

25



Step 3: Select Create --> Create Attachment.
» Import file from your computer.

=

.| Edit Parked Vendor Invoice 5002406595 1000 2018

i?i' Create... ¥ Create Attachment
Attachment list (Create note
Private note Create external document (URL)
_‘ Send b|  Store business document
Relationships Enter Bar Code
Ve .
Hnrkﬂow [N — =il
Iny } Reference | 18/1824501/02
My Objects b
Pos }
Dot Help for object services stRep ¥ DocumentNo 5002406355
Amount 120.00 |
Text ‘Title 1 Imprest Claim

Look in: ‘ 4§ Cs

]

Desltop

w-l;'

i (Whclient)

ginalyn.samie...

Computer

d
Mame | Date modified | Type =
L. AP Various files 10/4/2017 11:03 AM  Filefo ™
1. GINA - files 2 8/17/2017 1:50 PM File fo
1. Gina's files 5/25/2017 2:06 PM File fo
LIRS - QMF 9/6/2017 12:03 PM File fo |
1. Intel 9/4/2014 4:21 PM File fo
L MSTOOLKIT 8/5/2014 2:33 PM File fo
1. Mew folder 3/31/20151:20 PM File fo
1. Mew folder (2) 47172015 2:31 PM File fo
L. MNew folder (3) 8/20/2017 3:04 PM File fo
Ji NPE 4/22/201511:40 AM  Filefo
L Pocomwin 4/1/20151:25 PM File fo
. PerfLogs 7/13/2009 8:20 PM File fo =
& PR1 9/28/201711:37 AM  Filefo ™
1iF 1P
File: name: | hd | [ Open ]
Files of type: [ Al Files (=) v | Cancel

26



» After selecting the file (receipts, donation form, 10.12, field form etc.), the file are saved in the Attachment list.

Cren J&B26E EE BRI SEED

Attachmentfor100050031652142018

Icon Title Creator Name (Created On "~
a Donation Letters 2017-2018-WESTC  BERNADETTE BELTR . 10/04/2017
AN Gwen Gibson-donation requested Clai BERNADETTE BELTR

i)

The attachment was successfully created

27



Another option to attach or display an attachment

Step 1: Click on - Attachment list and attached file list will display.
» Double click on the file you want to open it.

[ .| Edit Parked Vendor Invoice 5002406595 1000 2018

8 Create % completed & Edting options
Attachment list \
Private note

M send

Relationships : Dnew &)@ Z])[wi2) (2R (&)[FIR)EIFL) ([SIE -JEEL)

Ver n) AttachmentFor100050031652142018 |

| Workflow priri - Icon Twe Creator Name Created On~
Inv Reference Donation Letters 2017-2018-WESTC_. BERNADETTE BELTR . 10/04/2017
p i M_Y Ob]ects o iY Gwen Gibson-donation requested Clai  BERNADETTE BELTR _
0s

Do¢ Heb for object services tRep ¥  DocumentNo

Amount 1120.00 |

Text Title 1 Imprest Clam

(][]
28



X Instructions on How to
Display or Edit
Pending / Parked
Documents




To edit Pending (Parked) Imprest Claim document

Step 1: Go to Accounts Payable tab, click on Submit Imprest Claim under Process Transaction

Welcome ANNA GUEVARRA

{ome Access Reques Accounts Payable

Accounts Payable

Detailed Navigation [~

Click this

- Display Parked Docmy.‘
= Submit Imprest Claim

Portal Favorites =0

30



Step 2: Click Document --> Select parked document

Document Edit Goto Extras Settings Environment System Help
Change | IET T &Y | @ B
Display
Select parked document Ctrl+Shift+F9 k:ade 1000
Simulate Fo - :
& Editing options
[ Park Ctrl+5S
Sawve as Completed Ctrl+Shift+F6 Bal. [o.o00 [
4 Post
Simulate General Ledger Ctrl+Shift+F5
N
Delete parked document D
1 Reference |
r Exit Shift+F3
Armount
Text |
| 0 Items ( Screen Variant : ZFEWVe0_IMPREST_REPL_0105 )
- st... |G,|I'L acck Short Text |D_1’C |ArnDunt in doc.curr. Fund Func. Area Cost center WEBS element
] Debit =
[ ] Debit -
] Debit -
] Debit =
1 -
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Step 3: When the document number of the claim is known, enter the Document Number and Fiscal year
for editing.
» Click Continue.

[= Selection of Parked Documents

Company code |1DDD|

Doc. Number §EDD24D6595

Fiscal year |2D18|

‘ Continue H Cancel ‘
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Step 4: If the document number is not known or you only have the actual claim number, in the Doc. Number
field, click the window icon.

Type Document #
or click on icon

[ Selection of Parked Documents

Company code 1000
Doc. Number
Fiscal year

l Continue " Cancel ]

Step 4a: Press enter when this screen pops up.
The User ID is defaulted as the user’s system

i e
\ Reference |

ID. |
flssanTOs003

Release necessary I:I

Document it complete I:I

— ]
i . of i
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Step 5: The screen below will display listing all the user’s Parked documents.
» Double click on the document needed.

[ Accounting Document Number (1) 3 Entries found

B e

At

Company Code: 1000

DocumentNo. Yeaﬂ Doc. Date ‘Pshlg Dﬂtﬂ‘ Reference ‘Docment Header Text‘ User ‘Rel.nec.‘{ip ‘R
5002406595 2018 09/19/2017 09/19/2017 18/1824501/02 CGANTOSO03 | ¥
5002406597 2018 09/19/2017 09/19/2017 18/1824501/04 CGANTOS003 | ||
5002406598 2018 09/19/2017 09/19/2017 18/1824501/08 CSANTOSO3 v
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Step 6: Click on continue to open document and Parked document will appear

[ Selection of Parked Documents

Company code

1000

Doc. Number

5002406598

o

Fiscal year

2018

Continue

Cancel

Click this

Posting Date

Document Type

Amount

Text
Paymt terms
Baseline Date

09/19,2017

|KI (AP - Imprest .. ~|

DocumentMNo | 5002406598

[ IDoc.currency

[110.00 |

[oso ] [ Calculate tax

I ~]

| Title 1 Imprest Claim

Due immediatehyr
09,19/2017

{

Edit Parked Vendor Invoice S002406598 1000 2018
& Tree on Elfl company Code [*#2 simulate [l save as completed £ Editing options
Transactn [lnvoice V] Bal. [0-00 ]C):]EI
ipawnent l/DeIais l/Woddiow l/Tax b [« ][»]1[=]
Vendor
wWendor 4000000112 | sGLInd [] - Address
Invoice date [ogr1os2017| Reference [1s-1824501-010 LAUSD JOHMMIE L COCHRAN JR MS

/O GILBERTO SAMUEL

AREA MV LD3

SCHOOL MAIL CA 08245

[= 323-733-2157

2 Items { Screen Variant : ZAP_Fve0_SCRS )}

E|s... |prc

|G/ acet
General Sup ...
General Sup ...

Short Text |T..|Taxjurisdicl:r1 code Amount in doc.curr.
50.00 |010-3010

a@0.00 |010-3010

e[|

Fund Func. Area

1110-1000-75048 |13
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» Boxed below are the fields that can be changed.
» Click “Save as competed” once the changes are done.
» Click “Save Approvers/Reviewers” to re-submit the claim into the workflow.

| Edit Parked Vendor Invoice 5002406595 1000 2018

& Tree on  [2Smulate [ Save as completed  # Editing options
Ba. [0.00 [e'"e)
| mscama _— |

1  Address | a
pancios 4000000112 (=] LAUSD JOHNNIE L COCHRAN JR MS e
Invoice date 09/19/2017| Reference | 18-1824501-010 €/O GILBERTO SAMUEL Y C}\ang ot
Posting Date 09/19/2017 | AREA MV] LD3 ou can . \-\as no 9
Documant Tina KI (AP - Imprest Rep ~ DocumentiMo 5002406595 SCHOOL MAIL CA 08245 Cﬂ’c \ ‘t A
Amou 120.00 (0 323-733-2157 Aocum rove
Text Title 1 Imprest Clam | bccﬂ 3?? A

i _ors | _ejected:
or 15 7€)

1 Items ( Screen Variant : ZFV60_IMPREST_REPL_0105 )
RiC Amount n doc.ourm, Fund Func Area  Costcenter WES element —

1| J ALl HOICH .4
||« |430001 eral Supples Debit * 120.00 010-3010 1110-1000-75046 1824501
[ | Debit ~
Debit - -
Debit - -
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Instructions on

How to Check

Document
Status




To check the Workflow Status of Parked Imprest Claim

Step 1: Display document (Same Instructions as How to Display or Edit Pending/Parked documents)

Step 2: Click this button [ =i > Workflow > PWF: Workflow Overview

Document Edt Goto Extras  Settings Enyronment  System Heb

o el @@ - DNNH o
@ Display Parked Vendor Invoice 5002406598 1000 2018
5 Create... > ng options
Attachment st
Trant  Private note v Bal. [0.00 oo
A send » wordfow ¥ Tax rw.h < [»E)
Rebtionships . Vendor
Ver  Workflow » Workflow overview : | Address
Iw My Objects b Archived workflows = LAUSD JOHNNIE L COCHRAN JR MS
Pos Help for object services PWF: Workflow Overview /O GILBERTO SAMUEL
Document Type | AP - Imprest Repl. ¥/ DocumentNo 5002406598 AREA MV) LD3
(JDoc.currency SCHOOL MAIL CA 08245
Amount 1150.00 | fosD | @cakubte tax [ 3237332157
v
Text 'Regular Imprest Claim ] iii Ols
Paymt terms Due mmedately
Baselne Date 09/19/2017 =

“«) LI

1 Items ( Screen Varant : ZAP_FV60_SCRS )
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After clicking PWF: Workflow Overview, this screen will display showing the status of your
parked document. Under the Status column, GREEN button means approved,

button
means pending, and RED button means rejected.

[= Display Parked Vendor Invoice S002406598 1000 2018

Doc. Nurnber| Document Type
S002406598 KI

Approvers Preview UserlD Mame

Location of Position
» [(3 First Approver

| Status | Acted By
» (3@ Second Approver

| Acted on | Acted T... |
09/20/2017 09:51:49
09/20/2017 09:59:36

OO & LBERTO SAMUEL
E CRISTIMA CARMIA

RED button =
Rejected

Reviewers Preview UserlD MName

Position | Location of Position
. . .
Approvers will write their

ECimEniHistiy_é - Comments here-
EOE BE (@mEE EE

Comments added: CRISTINA CREMIA 09/20/2017 09:53:36

Decounts Payable is rejecting this. Wrong GL ac‘.cm% = OC

Comments added: GILBERTO SAMUEL 09,/720,/2017 09:51:49

This Imprest Claim reguest is for College Fair refreshments. Principal approves this reguest.

Trm A ~F A limse
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For payment status, start the count from the final Approver’s date — see Acted on and Acted
Time columns.

If before 2:00pm, then payment will create on the third business day.

If after 2:00pm, then payment will create on the fourth business day.

Doc. Numb er| Document Type
2003526345 KI

GREEN button = Approved

Approvers Preview UserlD | MName Location of Position | Status | ;fedja/ ' Acted on | Acted Time /

v [ First Approver CCE A/BEMTAMIN GERTHER 04/03/2018 16:19:53
v (L3 Second Approver CCE’A BERNADETTE BELTRAN 04/04,/2018 09:58:31

Payment
AP005 AP Warrants
‘Warrant Mumber ‘Warrant Payment Date  Warrant Status  Warrant Encashment Date  Vendor Number SAP Invoice Mumber Vendor Invaice Mumber Invoice Document Date  Invoice Posting Date  Amount
Tt:r-(:i!ﬁi:(:ﬂ«!lﬁ 0410612018 CASHED 041212018 :1000-()3{)041 '5003526545 18-1774801-042 031512018 041042018 500.00
Overall Result

500.00
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Instructions for
Principals or

Imprest

Administrators




Principal will receive an email notification that an Imprest claim is waiting for approval.

Step 1: Login to SAP
» Go to https://apps.lausd.net/ (SAP Link)
» Enter your single sign on user id and password

Please log on to continue.

User name:

Password:

Enter your Single Sign-On (email) username and password to Log On. e.g.

(msmith@lausddd2.ca.us, mary.smith@lausd.net). Do not add domain name
(@lausd.k12.ca.us @lausd.net).

Account Problems? Get Support.
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Step 2: Click “Universal Worklist”

Home

Home | Universal Worklist

Upcoming Dates

Detailed Navigation

Cl

.

'Upcoming Dates

* About BTS

* ALERT - R/3 Logoff Procedure
* Tech Support

* Help Zone

* Learning Zone

* SAP Business Workplace

= Time Statement

= Account String Wizard

* Fund/Functional Area Translator

Portal Favorites

ElE

* Display Vendor
= FBO3

= Payment Advice
= PO Display
* SAP HR Services

Click this

| History‘ Back Forwar

The BTS website supports Internet Explorer 10 and 11 (IE 10 & IE11) in Compatibility View.

Upcoming TimeEntry Cut-Off Dates

\CUT-OFF DATES PAYROLL AREA PAY PERIOD |PAY DATES
August 30, 2017 |(SM) |Semi-Monthly August 16 -31  |September 8, 2017
'September 15, 2017 (SM) |Semi-Monthly September 1 -15 |September 22, 2017
'September 20, 2017 (CL) [Classified ~ September 1 -30 |September 29, 2017
'September 26, 2017 (CE) Certificated  September 1- 30 |October 5, 2017
'September 29, 2017 (SM) |Semi-Monthly September 16 -30 |October 6, 2017

For a complete schedule, please click on Payroll Schedule on the left side navigation bar from the Time Reporting or
Time Approver tabs.
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Step 3: Click the Refresh button then click the highlighted item

Welcome GILBERTO SAMUEL Help | L

Refresh button

bg off E*

Home | Universal Worklist

Universal Worklist | History,
Tapr A
S e Cl _-/ Alerts I/ Motifications I/ SAPoffice Mails |
» Universal Worklist
Show: N d In P Tasks (1/1 | |All - v
Portal Favorites Eg [New and In Progress Tasks (1/1) I |
s ject | ! | From Sent Date = | Priority = | Due Date = | Status [a]
Imprest Claim 5002406594, $100.00. 18/1824501/01 SANTOS, SIDNEY ARVIN Today Medium New
=]

Imprest Claim 5002406594, $100.00, 18/1824501/01

Sent Date: Today by SANTOS, SIDNEY ARVIN Priority: Medium
Status: New
Description: Please approve or reject the Imprest Claim 5002406594 . Before taking the

necessary action, please click on the attachments to review the receipts
back-up and make sure that all expenses are attached for this claim.

Document Type: Kl

Claim Date: 09192017
Claim Number: 18/1824501/01
Claim Amount:  100.00
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Click this

cum
5002406601
] DDrover lEéDeIete Approver ]
Approvers Preview UserID | Name Location of Position Status | Acted By Acted on Acted Time
= = First Approver ¥ 00:00:00
. a GSAMUEL... GILBERTO SAMUEL 1824501 00:00:00
= = Second Approver s 00:00:00
el HARANCI... HECTOR ARANCIBIA 1025201 00:00:00
= = Third Approver s 00:00:00
. E JALCARA... JEZREEL IAN ALCARAZ 1057101 00:00:00
" E CCAMIADOL CRISTINA CAMIA 1057101 00:00:00
E;';Add Reviewer ]Ec'; Delete Reviewer ]
Reviewers Preview UserID | Name Position | Location of Position

User Comments

DD B

B

Comments History

DT D@ Wi B

L1, Co1l

Ln1-Ln1of1lnes

lg Approve ][gb Reject ”E] Save Approvers/Reviewers ]
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Step 4: Review and approve the claim

» After clicking the document number, the screen below will display for review.
> After review, click the green back arrow & to approve or reject the claim

Click this
Docurment Edit SZoto Extras Se = Enyironment

< | =] == L=

Ery

Systerm

3 B e N I |

(L= .| Display Parked Vendor Inveoice . 5002406601 1000 2018

& Trea on £ Document #F Editing options

& =

LAUSD JOHMNIE L COCHRAN JR MS

)
o]

| Cost center Grant |

1824501
1824501

Tramsactn [ Invoice - Bal. [o_-oo
_m Payment | Detals | workflow | Tax | w.[)| [« /[*][=2]
| wendor
vendor laoooooo112 | sGL Ing MM — | Address
Invaice date [oers20r,2017 Raferance |18—-1824501-001
Posting Date losrzsrz2017 oSO GILBERTO SAMUEL
Drocurmentio 2406601 AREA MV] LD3
[ Doc. curmency SCHOOL MATL CA DB245
Armount [110.00 | [o=sp | Bl calculbate tax I3 223-733.2157
I -
Text [Tile 1 Imprest Claim 1
Paymt terms Drue irmrmed iateby
Basalna Date 09,20/, 2017 :
- L - L3
2 Items { Screen Var@ant : ZAP_FV&0_SCRE )
|E S... |[DyC | GIL acct Short Text T.. T Amount in doc.ourr. | Fund (Func. Araa
| v |pebie -~ 430001 Ganaral Sup . 50.00 ©010-3010 1110-1000-73046
| » |Dekic = 430001 General Sup .. £0.00 0lLO0-0000 1110-1000-13538
|-_.|D=h1'|: - 0.00
|:|n¢:n.1.= - 0.00
| |Depic - 0.00
|:|neh:u: - 0.00
| |Debic - o.00
| |pepic - 0.00
|_||5-:bu: - o.00
| |pebir - o.00

& [EEis B e (O] (&)

11000 -
HOT_R T

i
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Step 5: Click the Approve button to approve the claim and document will workflow to Accounts Payable.
If it is a Title | claim, it will workflow to Title | approver first, then to Accounts Payable.

i add Approver |E=Delete Approver | -
Appravers Preview UzelD  Name Locatian of Poston Status | Acted By Acted on Acted Time
+ [25 Frst Approver R GILBERTO SAMUEL 09/19/2017  23:03:10
* |20 Second Approver R a4 HECTOR ARANCIBIA E 1972017 230710
~ B3 Third Approver LA 000000
‘B JALCARA,.. JEFREEL IAN ALCARAZ 1057101 0020000
‘B & COAMIADDL CRISTIMNA CAMIA 1057101 00:00:00

[ Add Revewer |2 Delete Reviewer
Raviewars Privesy UsarD Marme Postion | Location of Postion

User Comments:
O BE BE BR

Accounts Payable is approving this claim. |

*Llil,Co43 Lni-Lniof 1 ines

FY

2 Reject [ Save Approvers/Reviewers |
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Instructions
For Approvers
How to Display
Documents




TO DISPLAY ATTACHMENT

Step 1: Click on

» Double click on the file you want to display to open it.

Docurment

Editc S oto

(|

-E.c.;

= 1)

. & Tree on £ Document #Edl:hqm
Click Here e o =
__dessci@sgallll Payment | Detais | Workflow | Tax | w.|) | [*][c1]
Vvendor [4aoooooo112 | sGL Ind M —
Invoice date [oss20-,2017] Referance [1e-1ezaso1-001
Posting Data [osrzsrz017
Documentto S002406601
[ Doc.currancy
Armount l110.00 | losp | Bl calculate tax
I -
Text [Tile 1 Imprest Claim
Paymt tarms Drue immediately
Baselne Date 08, 20,2017 :
- L] -
2 Items [ Screan Var@ant : FAP_FWe0_SCRE )
B s... |DSC |G/l Boct |Short Text |T..|T Amount in doc.ourr. | Fund
| | " |pebic ~ 430001 General Sup 50.00 O010-3010
|| v |pepie = a30002 General Sup 60.00 0l0=0000
| |peoic - 0.00
| | |pebic - o.00
[l |joenic - 0.00
| |penie — 0.00
| | |penic - 0.00
[ |penic ~ 0.00
| | |pemie - 0.00
| | |pebic = 0.00

(S E N[ N (S = = =

Extras

Sertings

L=l o

Enyironmeant

i@ ] - Attachment list and attached file list will display.

(Ea)Ee>]

L] L3

(&)=

£y

Dispiny Parked Vendor Invoice . 5002406601 1000 2018

SywsTermn

E i I W B | = BN
Bal. [o.00 | e

[ wandor |
| Address |

LAUSD JOHNMNIE L COCHRAM JR MS
/O GILBERTO SAMUEL
AREA MWV LD32

SCHOOL MAIL CA 08245
3@ zz23-723-2157

|Func. Area | Cost center |Grant | |
1110-1000-TS046 1824501 11000 ==
1110=1000=13938 18524501 HoOT_R -
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» After hitting the document icon the Drop down menu will display
» Hover your mouse over “Attachment List” to display list of attached documents
» Double click on the file you want to display to open it.

[ .| Edit Parked Vendor Invoice 5002406595 1000 2018

: , S
8 Create % completed & Edting options
L Attachment list \
Private note
.=‘ Send ’
Relationships : Dnew &)@ Z])[wi2) (2R (&)[FIR)EIFL) ([SIE -JEEL)
Ver n) AttachmentFor100050031652142018 |
.\ Workflow g s _— Icon Title Creator Name Created On ™
Inv Reference Donation Letters 2017-2018-WESTC_. BERNADETTE BELTR . 10/04/2017
p i M_Y Ob]ects > = iY Gwen Gibson-donation requested Clai  BERNADETTE BELTR _
0s
Do¢ Heb for object services tRep ¥  DocumentNo
Amount 1120.00 |
Text Title 1 Imprest Clam

(][]



How to
Contact Us

Email your question/s on the presentation to
accounts-payable@lausd.net with email
Subject Line “AP Video Tutorial Questions”

This video tutorial is available online in the
Business Account Branch website at
https://achieve.lausd.net/Page/14791
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How to
Contact Us

For all other Imprest inquiry, please email
accounts-payable@Ilausd.net
with Subject Line
“Imprest — FY — Cost Center — No# - School Name”

To... Accounts Payable

Cc...

SAMPLE Email Subject Line: Bec..

Subject: IMPREST CLAIM 15-1809401-015 CARVER M5
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