Accessing the Cash Collection System in Lawson

Login to the Lawson Portal

Locate and select the Preferences icon under the logout button (Grey box with two little blue check marks)
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User Options

Locate Cash Collections under Subscriptions
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Place your courser in the middle of the word cash collections

Double Click or Drag and Drop the word cash collection under the Layout/Navigation pane
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Once you see Cash Collections under the Navigation Pane you have completed this step correctly
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Click Save under the Content button at the top of the screen. m
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Click the O or globe in the word Lawson in the top left hand corner to refresh the page LAVWS &N

Walzoma KAYLA your Productling is PROD

Contt
SuBsCHIeTIoNes Layour

918 sesto setseves ovoaten gt
ﬁu

| & o secarmanns
[EE Casn Cokectons

| N G Gomtection [5] Errptrpen St Sarven el Herre Fage H

You should now see Cash Collections as one of your shortcuts on the left hand side of the screen in the blue bar
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Select the blue word Cash Collections
Select the grey drop down Cash Collections box

You may get a pop up when you do this.

One of the pop ups will appear across bottom of the screen and you will have to select Show All Content

You may have to go back and select the blue Cash Collections word and the drop down white Cash Collections word in order to
get into the correct page.

Only secure content is displayed.  What's the risk? Show all content »

Another pop up could appear in the middle of the screen in a Yes/No question — You must select No.

If you click Yes you will have to select the globe in the word Lawson and refresh the page in order to proceed.
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Security Warning u

ﬁ Do you want to view only the webpage content that was delivered
securely?

This webpage contains content that will not be delivered using a secure HTTPS
connection, which could compromise the security of the entire webpage.
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you will see your name with a Fundraiser Calendar and some 28 20 30 3

New Collection

blue options that look similar to the picture shown to the left. Pror——

Student Groups
Course Groups
Collect By Student
Refund By Student
Booked Receipts
Cancelled Receipts
History



