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Overview

Introduction The Department of Accounts (DOA) grants each user of the Lease Accounting
System (LAS) a Logon Identification account and password as discussed in CAPP
Topic No. 70615, Security. LAS “Update” assess will only be granted to users
that have attended a “live” LAS training session or completed the online LAS
Training and passed the online LAS Certification Test.

Once you have an assigned LOGON ID and password, the following set instructions
must be followed to access the online Lease Accounting System.
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Logging On

Access the Users access LAS through the DOA Home page at: www.doa.virginia.gov. At the
DOA Home DOA Homepage, click on the “Accounting and Reporting” link located on the left
Page hand side of the webpage.

= Accounti ng and Reporting - Virginia Department of Accounts - Microsoft Internet Explorer provided by DEPARTMENT OF ACCOLINTS

A ”;
- . w| |+ 4
oy |§, virginia,gov 4| K| (&3

i Favorites (€ Accounting and Reporting - Virginia Department of Ac...

M
Accounting and Reporting
Functional Org Chart [PD . Links.... 1
, Randy McCabe, CPA, CGFM : I —
Site Contents ! : i & C 4
Assistant State Comptrofler, Accounting & Reporting ¥ IR REREng '
General DOA Information Voice: (804) 225-2000 : General Accounting
Email: Randy.McCabe@doa.virginia.qov p . = 4
Accounting and Reporting FAX: 804-225.4250 ! #  Finance and !
h Administration H
Financial Reporting : :
N ] #  Btimulus Accounting
General Accounting Overview . and Reporting
Finance and Administration The Accounting and Reporting Unit is led by Randy McCabe, Assistant State Comptroller, Accounting and Report-lngThe-unméresﬁonsmle-for
the Commeonwealth's General Ledger and Financial Reporting duties. Accounting and Reporing is comprised of four divisional units. These units
Stimulus Accounting and are Financial Reporing, General Accounting, Finance and Administration, and the Financial Systems Replacement Initiative.
Reporting
Division of State Internal Audit Organization
Information Technology and
Systems Lewis R. McCabe
Payroll Operations Assistant State Comptroller
Accounting and Reporting
Payroll Service Bureau
Training Resources I I I I I
Kimberly N. White
Melinda L. Pearson Sharon H. Lawrence Douglas M. Page i
View S — —_— Director
irector irector irector
Department ) _ ) _ ) o ) Financial Systems
of Accounts General Accounting Financial Reporting Einance and Administration o
Expenses Replacemnent Initiative
inia Performs

:4 Start

Continued on next page
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Logging On, Continued

Access the
Financial
Reporting
Webpage

Access the “Financial Reporting” webpage under “Accounting and Reporting.”
Select the “Lease Accounting” link on the right hand side of the webpage to open the
link to the “Lease Accounting” webpage.

Department of Accounts - Microsoft Internet Explorer provided by DEPARTMENT OF ACCOUNTS

virginia.gov,

|42 x| &

{;f Favarites

Financial Reporting
General Accounting

Finance and Adminiztration

Stimuluz Accounting and
Reporting

Divigion of State Internal Audit

Information Technology and

Systems
Payroll Operations
Payroll Service Bureau

Training Resources

View
Department
of Accounts

Vot

'_r,é Financial Reporting - Virginia Department of Accounts

Financial Reporting

Sharon H. Lawrence, CPA, Director
Voice: (804) 225-2414

Email: Sharon.l awrence@doa.virginia.qov or finrepti@doa. virginia.gov
Fax: (804) 225-2430

Accounts Receivable
Annual MELF Report
ARMICS

New Information

Comprehensive
Annual Financial

2011 PAFR - O
2011 CAFR - De

2011 Preliminary Repaort - 4 i
2011 Compeonent Unit Year-End Repoting Llemaoranduim - Ju

2011 GAAP Master list - 20
Comptroller's Directive Mo. 1-11. Directive Compliance Guidelines for State Agencies - \fay 13 2011

Comptroller's Directive Mao. 2-11. Directive Compliance Guidelines for Higher Education Institutions -

-

May 13, 26
2010 PAFR - De
CAPP Topic 20320 - Information Returns Reporting - &

CAPP Topic 70805 - 1099 Adjustment and Reporting Svstem(ARS) - &
2010 CAFR - !
What's Mew for 1099 Reporting
2010 Preliminary Repaort  [POF]

2010

1w

17, 2010

7. 2010

Report (CAFR)

Fixed Asset
Accounting and
Control (FAACS)

Financial Statement
Directives

Financial Reparting
Forms

GAAP Master List

Higher Education
Accounting
Frocedures

Intergovernmental
Cash Management
(CMIA)

IRS Information

Overview

Returns - 1099
Reporing

The financial reporting activity includes preparation of three annual financial repors, three Financial

Statement Directives and the Schedule of Expenditures of Federal Awards for inclusion in the Statewide
Single Audit Report. The Ereliminary Report is issued on August 15 for the previous fiscal year and
summarizes the ending cash-basis position of the General Fund. The data in this report is used to
implement the subsequent year's kudget and provide the undesignated (surplus) halance, if any, which is

Lease Accounting

Pass Through
Accounting

Fopular Report
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Logging On, Continued

Access the LAS  This takes the user to the “Lease Accounting” webpage. Click on “Lease Accounting

Application On-line Application” hyperlink in the “Links” box on the right side of the webpage or

Webpage the “web-based application” hyperlink in the first paragraph on the webpage to access
the Lease Accounting System.

= Lease Accounting - Virginia Department of Accounts - Microsoft Internet Explorer provided by DEPARTMENT OF ACCOUNTS

@.\:;.v |g, wirginia.gaw, V| *1|[X |I’J |p M

{I Favorites @ Lease Accounting - Yirginia Department of Accounts

ﬁ)OA. Virginia Department of Accounts

Home > Accounting and Reporting > Financial Reporting > Lease Accounting

Lease Accounting
Functional Org Chart [PDF] . Links.... g
Site Contents ROb?ﬂ D. Eu_‘d!eron, . . i - Lease Accounting On-
Assistant Director, Financial Reporting line Application (LAS) '
General DOA Information Voice: (804} 225-2257 E - R
Email: LAS@doa.virginia.gov OR Bobby. Eddieton@doa. virginia.qoy ] ¥ Lease Accounting
Accounting and Reporting Fax: (804) 225-2430 : Forms

Financial Reporting

Web-Based Lease Accounting
* Agency Rizk Management

and Internal Control

DOA has developed a new web-based application to replace the older LAS data entryinquiry system. Users key transactions directly into an

Standards (ARMICS) internet application for processing into LAS.
= Accounts Receivable The new web-hased system includes a download capability for LAS so that a user agency can download its LAS master file to commeonly used

Windows applications, such as EXCEL or ACCESS in order to facilitate ad hoc reporting.
* Annual MELP Report

* CAFR Report

* Cash Mgmt Improvement Act
[CHLAY

* Fixed Asset Accounting

= Financial Statement

Directives

* Financial Reporting Forms

~
|

iy Start fESTCCcREE &

Continued on next page

Office of the Comptroller 5 Commonwealth of Virginia



Volume No. 3—Automated Systems Applications | TOPIC NO. 70620

Function No. 70600—LAS Online TOPIC LAS LOGGING ON AND OFF

DATE July 2012

Logging On, Continued

LAS Log-In This brings the user to the LAS Log On screen. Enter your assigned LOGON ID

Screen (user ID) and password. Click on the “Log On” menu button on the left side of the
screen or hit the “Enter” key on your keyboard to logon to LAS and access the
“Broadcast Messages” Screen in LAS.

= Login - ¥irginia Department of Accounts - Microsoft Internet Explorer, provided by DEPARTMENT OF ACCOUNTS

ey |g, htkps virginia,gov v| EJ || |4 | ol

57 Favorites /& Login - Virginia Department of Accounts

Lease Accounting
Virginia Department of Accounts

LAS Login

Security Features and Access E Links.... !
Requirements . 1

Welcome to LAS!! :

Please enter your User ID and Password:

Virginia Performs ser 9Stest

(must be 3-8 digits)

V-R(J'N'A* Password

2’! ’i

IGet Connected. Get Answers.

If you have forgotten your password click the Forgot Password button.

The security of your personal information is important to us!

Diligent effortz are made te ensure the security of Commonwealth of Virginia 2ystems. Befors you use this Web sits to
conduct businezs with the Commonwealth, please ensure your perzenal computer iz not infected with malicious code
that collects your personal information. Thiz code is referred to as a keylogger. The way to protect against this is to
maintain current Anti-\irus and security patches.

Fer mere infermation on pretecting your perzonal information enline, refer to the Citizens Guide te Online Pretection.

{2 Login-virgi... @ )@ U/ 11:45 Am

Passwords expire after 90 days. To change your password, enter your assigned LOGON ID and old
password; then enter your new password. This procedure may also be followed to change your password
at any time even when your old password has not expired. See CAPP Topic No. 70615, LAS Security
for LAS password requirements. Click the Log On menu button or hit the “Enter” on your keyboard to
access the Broadcast Messages Screen in LAS.

Continued on next page
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Logging On, Continued

Broadcast You will then come to the LAS “Broadcast Messages” Screen. This screen contains a
Messages message that your Login was successful. You are logged into LAS and may perform
Screen lease entry and inquiry functions as allowed by the security settings for your LOGON

ID. Click on the Main Menu Button on the left hand side of the screen.

(= Broadcast Messages - Virginia Department of Accounts - Microsoft Internet Explorer provided by DEPARTMENT OF ACCOUNTS

T' & | https wirginia,gov ¥ E (| % | |8y 2
A ﬂ A

{Qf Favorites @ EBroadcast Messages - Yirginia Department of Accounts

ﬁ) 0 A Lease Accounting M
Virginia Department of Accounts . f

LAS > Main Menu > Utilities/Security > Broadcast Messages Contact Us | [ECEWONNOIN © coire site @ capp only

m Broadcast Messages

Contact Us

Login Successful,
Welcome ANY AGENCY ANY AGENCY

Welcome to LAS!
LAS is Mow Open for Entering FY12 Leases
Virginia Performs PLEASE UPDATE YOUR EMAIL ADDRESS USING THE PERSONAL OPTIONS PAGE.

LAS Test site log in is 99test

VIRGINIA LAS Test site password is @Lastest0412
2"31 Mote: LAS Can Mot be Used To Calculate Land/Building Leases Having Title Passes or Bargain Purchase
— ™ Contact DOA For Questions Regarding LAS
|Get Connected, Get Answers.

ORMJ‘#Q

‘.
[S
q“'

B
5
m

VIRGINIA

ia start [ Microso,., v | O CAPP Scree... | D 70620 Hew " Lease Acca... /2 Broadcast ... '<_’_Jg U 11:46 M

Continued on next page
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Logging On, Continued

Main Menu You will then see the LAS “Main Menu” Screen.

Screen
To view existing lease records or enter/edit transactions, click on the appropriate
menu buttons on the left side of the screen. Additional information on LAS data
entry is contained in CAPP Topic No. 70605, LAS Input Documents.

= Main Menu - Virginia Department of Accounts - Microsoft Internet Explorer, provided by DEPARTMENT OF ACCOUNTS

=1 |§, https wirginia,gov V| QJ | % |:: | 2

—

7 Favorites (€ Main Menu - Virginia Department of Accounts

ﬁ) O A Lease Accounting M
Virginia Department of Accounts . f

LAS > Main Menu Contact Us | [ECEUBNIN © coire site @ cape only

Lease Listing

Main Menu

Reporting

View Prime Rates

Please select one of the options on the left menu.
Perzonal Options

Broadcast Messages

Contact Us

Virginia Performs

\"IRG|N|A*

217 :

I
IGet Connected. Get Answers.

OC@®E@E®® | @:3mcoso.. - O corrsoes., | T 70620 New | Cleassfecon. | (SManbenu.. @ 8 U 1147 AM
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Logging Off

Log-Off Menu  To log off, click on the “Log Off” menu button located in the lower, left-hand corner
Button of the menu bar.

{= Main Menu, - Virginia Department of Accounts - Microsoft Internet Explorer provided by DEPARTMENT OF ACCOUNTS

@\:‘; L |@, htkps virginia. gov v| gﬂ (| % |.'3' | o[-

¢ Favorites (€ Main Menu - Virginia Department of Accounts

ﬁ)o A Lease Accounting
Virginia Department of Accounts

LAS > Main Menu Contact Us | [IEEELCLENYIE © Entire site @ capp Only

L Listi -
case =Tma Main Menu

Reporting

View Prime Rates

Please select one of the options on the left menu.
Personal Options

Broadcast Messages

Contact Us

Virginia Performs

\"IRG|N|R*

217 :

-
IGet Connected. Get Answers.

/= Lease Acco... /2 Mainvenu .. @ )@ U/ 11:47 am

Continued on next page
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Logging Off, continued

Returnto Log-  This returns you to the Log On Screen. You can close the application link by clicking
In Screen on the “x” located in the upper right hand corner of the webpage.

= Login, - Virginia Department of Accounts - Microsoft Internet Explorer, provided by DEPARTMENT OF ACCOUNTS

@\:‘; - |@, https virginia.gov V| Qﬂ (X |:3 | Poihd

{;f’ Favorites /€ Login - virginia Department of Accounts

ﬁ)o A Lease Accounting
Virginia Department of Accounts

LAS > Login

Forgot Password LAS Login
Security Features and Access L.'.'?-KS__-__'
Requirements H E

:o Lease Accounting Forms i
Contact Us Welcome to LAS!! P :
Please enter your User ID and Password:

\ User D
Virainia, Perfoffs ]

(must be 3-8 digits)

7.
._2. - i

e
lGet Connected. Get Answers.

If you have forgotten your password click the Forgot Password button.

ORM/ Logged Off
q“'%‘- 4 ‘1!!'@

! &

’_’.

L The security of your personal information is important to us!

VIRGINIA Diligent effortz are made to enzure the security of Commonwealth of Virginia systems. Before you use thiz Web site to

conduct business with the Commenwealth, please ensurs your perzonal computer iz net infected with malicious code
that collects vour personal information. This code is referred to as a keylogger. The way to protect against this is to
maintain current Anti-Virus and security patches.

{2 Login-virgi.. &)@ U 11:47 aM

Continued on next page
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Contacts

DOA Contact Assistant Director, Financial Reporting

B (804) 225-2257
FAX (804) 225-2430

E-mail finrept@doa.virginia.gov

Subject Cross References

References CAPP Topic No. 70605, LAS Input Documents
CAPP Topic No. 70615, LAS Security
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