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Introduction 
 
 Welcome to the Lawson Web Requisition. This system is designed to allow the 
users to access the Lawson system through the Internet browser already on your PC. 
Using familiar tools like fill-in forms and pull down menus, you can perform routine and 
specialized tasks with a few mouse clicks and/or commands. 
 
 You will be able to order your inventory items from Stores as well as any of the 
supplies you currently send to Hospital Purchasing. Because the Web Requisition is user 
specific all of your individual information like account number and delivery location will 
be entered for you when you sign in. By utilizing the template function you will be able 
to create and use custom order lists for all of your most common items speeding up the 
order process. 
 
 For consistency in support and function it is recommended that Internet Explorer 
be used as the browser for the Lawson Web Requisition. 
 
Purpose 
 
 This guide is designed for use with hands-on classroom training. You can use this 
guide as a desk reference as well once you are using the system on your own. 
 
 This guide will show you how to requisition items and track the status. We will 
cover several ways to order items and print the requisition. We will explore the various 
ways to bring up information on all of your requests.  
 
 This guide assumes that you have some understanding of Internet explorer and are 
familiar with common Internet and PC terminology. 
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Lesson 1.  The Sign-on Screen 
 
This screen is accessed through your Internet Explorer Web Browser. 
 
You may get to this sign-on screen a number of ways. 
 
The direct address is - Lawson.upstate.edu 
 
You may bookmark this site for future reference or you may link there from the materials 
homepage. 
 
Enter your User name and password. -Remember  these are case sensitive. 
 
 
 

 
 
 
Select OK and your personalized Information Office Page will load. 
 
 
 
 
 

Hooray! -Backspace and 
delete work in these fields. 
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Select Requisition II at the top of the screen. 
 

 
 
Select Requisition II in the left column. The requisition screen will load and you are 
ready to start your order. 

Your name will appear here 

Select Logout from here 
when you are ready to sign 
off of the Lawson system. 
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Lesson 2.  The Welcome Screen  
 
This is the Requisition Menu Screen - All requisitions start from here. 
 
 

Order an item(s) that is/are already in the Lawson database that has a Lawson item 
number assigned. All of the necessary information is already entered. 

Order an item that is not in Lawson. You will have to provide all of the necessary 
information for the item. 
 

Order items from a custom built list. These can be built for a specific user or area. 
 

Add, change or delete custom order forms. (Not all users will have this function.) 

This will list the status of all your requisitions. You can "drill" further into this screen to 
get details on all of the items you have ordered. 

This will close Requisitions 

Your profile will display as soon as you start to enter items. You will 
need to select a delivery date and make any necessary changes then. 
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Lesson 3.  Creating Requisitions  
 
The Profile 
All of the information listed below in your profile will default from your sign-on. You 
should only make changes here if there is an exception such as delivery date or 
requesting location. 
 
 
 
 
 
 

Select Full Profile to 
get the screen below to 
change the source or 
requesting location. 

You must enter a delivery date (otherwise the actual date 
defaults).  For items that are sent to Hospital Purchasing 
give a lead-time of 7 days for your order. For Central 
Stores items use your regular delivery day. You can use 
the drop down arrow to select a date (pretty cool). 

Do not change the status. All 
requisitions are treated with the 
same status. If you have an 
urgent requisition, you should 
contact Stores or purchasing 
directly. 

You only need to enter a 
"Deliver To" if it is 
different than your normal 
delivery location. 

You can change the requesting location if 
you use more than one. 

You should verify that the 
Rm. number is where you 
want the delivery. 

The "from" location determines what type of item you 
are ordering. CS (Stores) is for inventory items and 
RECV is for non-stock items through purchasing. 

Do not select a vendor in this screen. 
Vendors have already been assigned to 
items in Lawson.  

Same as above. 

Leave all of these fields empty. They will be 
filled by the system based on who you are and 
what you are ordering. 

Click Enter to proceed to 
the item selection. 
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I tem Selection 
 
This screen will appear when you have finished the Profile. 
Here is where you will add items to the requisition 
 

 
 
 
 
 
 

If you know the Lawson Item ID, 
enter it here. Or you can select the 
Search Button. 

Enter the quantity. The 
unit of measure and cost 
will fill in. 

These three buttons can be selected any time during the 
requisition process to add items to the current requisition. 

A requisition can be cancelled at any 
time before it is submitted (released). 

A requisition may be saved and completed 
later. You can access these requisitions in 
the Check Req. Status screen. You submit a requisition when completed. No 

changes are possible after it is submitted. You 
must contact Stores or Hospital Purchasing 
directly to coordinate changes after it is 
submitted. 
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I tem Search 
 
You can click the Search for an Item to select any item in Lawson. You can search by 
item number, description, manufacturer code and/or number. 
 
Do not use the Select from Catalog function. 
 
 

 

Click the Search button then 
select the fields you want to 
search. You can only search 
the fields that are checked to 
the right. 

Click Close when 
completed. 

Enter the data to search on and click the 
Search button. Any item containing this 
will be listed. Use the scroll bar, "Next" 
and "Previous" buttons to move through 
the listed items. 

Once the items are displayed, you 
select the items you want by inserting 
a quantity and tabbing or clicking out 
of the field. You will notice the item is 
added to your requisition. 
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I tem Detail 
 
You can see item detail for any Lawson item before you add it to the requisition to check 
unit of measure, manufacturer number, and quantity on hand as well as other information. 
Anywhere there is a magnifying glass you can get detail. 
 
 
 

Click on the magnifying glass to 
get the item detail. You can select 
and add items from here. 

This is the Vendors 
ID Number. 
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Line Detail 
 
 By clicking on any item description on the requisition, you will get the line detail. You 
can change the details here if necessary. These fields should default from your user and 
item information. 
 
 
 

If you change the UOM, be 
sure to clear the price field so 
the new price will default in. 

Note: 
When selecting a 
vendor, select from 
the AP Vendor list. 
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View the Requisition 
 
Your requisition should look something like this after selecting items. 
Notice you now have a requisition number on the top and running totals on the bottom. 
You can add more items, save, release or cancel the requisition at this point. Once you 
release the requisition, no further changes are possible.  
 
 
 
 
 

You can still add items with these three 
buttons or directly. 

You can still change quantities and 
UOM in the Line detail. 

Check out the handy calculator for 
figuring UOM conversions. 

Running Totals. The Total items are a full 
count not the number of lines. 

Click the "Trash 
Can" to delete a line 
from the requisition. 

Comments are added to the line with these 
buttons. 
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Special I tems 
 
Click on the "Order Special Items" any time during the requisition and you will get this 
screen. 
You must supply all of the necessary information for this item to include the fields filled 
in below. 
 
 

 

Use the Manuf number for 
the item number if known. The description is longer than 

the visible text. 

You must select a vendor. If you would like 
purchasing to source the item, select vendor 
99 (Hospital Purchasing). 

You can select the purchasing 
class from the drop down list. 

Be sure create PO is 
Yes. 

You must select an 
account here. 
Medical - 643200 
Non-Medical - 653800 

Select Buyer (if known) 
and Delivery Date. 

Leave these fields blank. 

Leave the Late field 
blank. 

Note:  New for “Service”  type items. 
Use the Service Code of “Quantity”  if there is to be only one payment, and the Service Code “Amount”  
if there is to be multiple payments. 
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Order From a Template 
 
By clicking the "Order from a Template" button and selecting a template option, you will 
get the screen below. 
 

Select a template at the company, location or user level and you will get a selection 
menu. 

You can search for 
items on this 
template. 

You add lines to the requisition 
the same as in the search 
window, by adding the qty and 
tabbing or clicking out of the 
field. You can get the same item 
detail before selecting the items. 
As you enter the quantities you 
will see the items added to the 
Requisition in the background. 

If you entered default quantities in the template, 
they will appear here and you can click on the 
number to order that qty. 

Company wide templates are for all requesters. 
Department specific can be shared by the same requesting location. 
One user can only access requester specific templates. 
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Lesson 4.  Releasing and Pr inting the Requisition 
 
When you submit a requisition you will get the screen below. Please note the Requisition 
Number. You can print the requisition from here. 
 

 
Select Print to view and print this requisition from here. 
Select Return to Beginning to create another requisition. 
Select Return to Office to Logout.  

Note: 
New for Lawson print function. Do not use the printer selections at the bottom of the print 
preview window, which is only for Lawson network printers. The easiest way to send this 
to your default printer is to right click in the body of the requisition and select print from 
there. 
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Pr inting a Requisition 
 
 The Lawson Web Requisition uses your Browser Print function so you don't need any 
special network printer set-ups. Your Requisitions will print on your local printer. 
 
You will need to do a little set-up to get your requisitions to come out the way you want. 

You can select Page Setup from the File menu. 
You will need the Landscape setting to capture 
the complete requisition. 

Select OK when complete. 

You may also need to adjust the font size to 
"smallest" to get all of the requisition to show on 
the page. 
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Selecting the print Icon will give you a new window with the Requisition displayed. 
 

If the requisition looks good in this window, you can just 
click the printer icon.  

Note: 
New for  Lawson pr int function. Do not use the pr inter  selections at the bottom of this 
window, which is only for  Lawson network pr inters. The easiest way to send this to 
your  default pr inter  is to r ight click in the body of the requisition and select pr int 
from there. 
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Lesson 5.  Requisition Status  
 
By clicking the "Check Req. Status" button you will get the screen below. There is all 
kinds of wonderful information available from this screen. 
 

You get Requisition 
Detail by clicking the 
Diamonds 

You get the requisition 
lines by clicking the 
requisition number. 
See Description 

You can release a 
requisition by 
clicking the open 
box. 

You can modify 
unreleased 
requisitions from 
here. 

You can print any 
released requisition. 

You can turn these switches On and 
Off to modify your list. 

You can instantly see 
the status of each req. 
Box - Unreleased (you 
can still modify) 
 
Stamper - Pending 
Approval 
 
Thumbs down- Rejected 
 
Thumbs up - Approved 
and in process 

You can sort your 
requisitions by these 
categories by clicking 
on the heading. 

You can go directly to a requisition by 
typing the number here and hitting Enter. 
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Requisition line status. 
 
By clicking on the requisition number on the Check Requisition Status screen you will 
get the screen below. 
 
  

A red circle in this box means no PO will be 
created. This is an inventory item. 
A blank box means a PO will be created. 
A green check means a PO has been created, 
clicking on this check will show you all or the PO 
information. 
 

A green check mark in this box means 
there is a backorder on an inventory 
item for this line. If you leave the 
cursor on this check it will show the 
qty on backorder. 

You can click on any 
diamond and you 
will get further 
information so select 
from on this line. 
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Lesson 6.  Template Maintenance 
 
Depending on your security level, you may be able to create and maintain (and even 
delete) custom order forms (templates). All other templates will be maintained at a 
central location. 
 
By selecting the Template Maintenance button on the Requisition II screen you will get 
the selection menu below. 

  
 
 
 
After selecting the type of template the windows below will open. 

Company wide templates are for all requesters. 
Department specific can be shared by the same requesting location. 
One user can only access requester specific templates. 
 

Select a name and Description for a new template 
OR 
Select a template listed to the right for 
maintenance. 
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After Selecting a template the window below will open. 
 

 

The selection process is the same as the requisition. 
You can enter the Lawson ID or do a search. 

For maintenance -  
You can change the sequence or quantity from here.  
You can delete a line with the Trash can button. 
You can add items into part of the sequence by 
changing the sequence number. 
You may delete a whole template with the Delete 
Template button, you should only delete templates that 
are specifically yours (user). 

Tip - To prevent having to resequence all items back one spot to insert another item, 
when building a template leave at least ten numbers in between (this is the default if 
you don't change it). 

The quantity field is to assign a default 
order quantity that will appear on the 
selection menu on the requisition. It can 
be changed or ignored at the time of 
ordering. 


