Requisition Entry
1. Find and click on the Lawson SEA link on the left hand side of the portal window.

2. The login screen will display.  The Portal will automatically enter your User Name and Password information here.
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3. The Information Office screen will be displayed, showing the name of your requesting location.

4. Click the Requisitions Self Service task at the top of the screen.

Note:  If you are using Pop-Up blocking software, disable it before you proceed.
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5. The Lawson Tasks Menu will be displayed.
6. Click the Funds Req. Entry task on the side panel of the screen.
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7. The following requisition entry window will be opened.  The Requester will default into the Requester field.
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8. Select the appropriate fund number from the drop down box in the Fund field.  Enter the Deliver To information and the delivery date you would like the items in the Requested Delivery Date field (mm/dd/yyyy) or click the drop down arrow and select the delivery date.  If you have comments that you would like to appear on the purchase order header select the appropriate PO Code.  When the requisition header information is complete you can begin entering your items.

9. Item file items.  Start by entering the Lawson Item number in the Item field.  Press the <Tab> key until you get to the quantity field and enter the order quantity in the Qty field.  Press the <Tab> key until you get to the Acct Category field and select the appropriate account category from the drop down list.  The Line, Item Type, UOM, Unit Cost field information will default in once the requisition has been created.

10. Non-File items.  All data fields must be filled in by requester except the Line field, and Item Type must be X.

11. Click Add button to create the requisition.
NOTE:  If you have more than five items to order you will need to click the Add button to create the requisition before entering additional line items.
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12. The system will display any error or accept messages in the lower portion of the screen.  Add Complete - Continue means the requisition was successfully added.  The system will automatically assign a requisition number and display the requisition status as Unreleased.
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13. You can add, change or delete line items via the Action field.  To add another item AFTER the requisition has been created select Add from the drop down box in the Action field.  Enter the Item , Qty  and Acct Category information and click Change.  The process is the same to change or delete a line item.
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14. Once you have entered all the line items, click Release to release the requisition for approval.  Notice the requisition status has changed to Needs Approval.  Lawson’s Process Flow process will route the requisition to the appropriate approver for electronic approval and release.  Once the requisition has been approved it will be processed and converted to a purchase order.
15. To create another requisition click on the X in the upper right corner to close the current requisition entry window and return to the Lawson Task Menu.  Click the Fund Req. Entry task on the side panel of the screen.  Repeat steps 7-15.

NOTE:  Remember to write down the requisition number or take a print screen of requisition for future reference.
You will have the ability to view the status of your requisitions, drill around and obtain requisition or purchase order information and view receiving information.  This will be covered in the next two sections.
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Requisitions Self Service Drill Around
1. To view your requisitions status, click the Requisition Status Inq task on the side panel of the screen. 
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2. The Report parameter screen is displayed.  
3. Select an option from the drop field.  In the drop field you have three options to run by.  Upon selecting an option click the Run Report to load your requisition data.  
4. First option is Processed.  This option will load all your requisitions that have been released and processed in the Lawson procurement system.  
5. Second option is Rejected.  This option will load all your requisitions that have been rejected by your fund financial analyst.  
6. Third option is Unreleased.  This option will load all your department requisitions that have not been released. 
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7. Upon selecting an option and clicking Run Report the Requisition Header Status screen is displayed.
The magnifying glass or briefcase can be clicked to drill into details.  The drill icon allows the user to select from drill around options on various screens.

[image: image11.png]ice Center - Microsoft Internet Explorer =18 x|

| Ghack v > - @ [ Q| Qearch [lFevorkes @vieda (3B & Wl - = &

| agdress [ @) hitp:1110.1.20.82:85 lawsonjoffice/officeindexc html =] @oo ||unks 7

Fund Inquiry Requisitions Self-Service

[Processed 2] [RunRepat | [ Next

1l

Requisition Header

Requester| Name [ReqNumber| Status [Click for Requisition Line Detail
EBREMERERIC BREMER| 117714 Processed
EBREMERERIC BREMER| 117445 Processed
EBREMERERIC BREMER| 116639 Processed
EBREMERERIC BREMER| 116638 Processed
EBREMER ERIC BREMER| 116634 Processed
EBREMERERIC BREMER| 116624 Processed
EBREMER ERIC BREMER| 116087 Processed
EBREMERERIC BREMER| 115032 Processed
EBREMER ERIC BREMER| 114926 Processed
EBREMERERIC BREMER| 114352 Processed
EBREMERERIC BREMER| 114351 Processed
EBREMER ERIC BREMER| 114043 Processed
EBREMERERIC BREMER| 114041 Processed
EBREMER ERIC BREMER| 114036 Processed
EBREMERERIC BREMER| 114032 Processed
EBREMER ERIC BREMER| 113073 Processed
EBREMERERIC BREMER| 113072 Processed
EBREMERERIC BREMER| 113071 Processed
EBREMER ERIC BREMER| 113060 Processed

€ [ [ tocalintranet

Ve Pz e e PEe P e e P P e e P e P e
VBB EEEEEE e R R R e E B





8. If you select the magnifying glass the Select Detail screen will be displayed.  In this screen you are able to drill into the Requisition Header Detail or Requisition Lines.  Click X to close the window.
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9. If you select the Requisition Header Detail this window will display. The Requisition Header Detail allows you access to all the requisition header detail. Such as requisition number, deliver to, and operator id.  
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10. If you select Requisition Lines this window will display.  This screen allows you access to drill around on details for individual requisition lines. This screen also allows you access to drill around for information related to the purchase order.   
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11. By clicking on the magnifying glass you can access more drill around options such as purchase order information.    Click on the magnifying glass next to Purchase Order Information link to view the purchase order number and vendor number that was assigned to the requisition. Continue to click any of the following links to further drill around into additional requisition or purchase order data.  Click on X to close the window. 
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View Receiving Information
1. To view your requisitions log into the Requisition Self Service application via the CMH Portal as shown earlier in this document or close the requisition drill entry window to return the main Lawson menu.

2. Click the PO Inquiry and Reports task at the top of the screen.

3. Click the Receipt Inquiry task on the side panel of the screen.
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4. The Main Receiving window will be displayed.

5. To view receipt information, enter the PO number in the PO field. 
6. Click the Inquire button on the center of the screen to see the details associated with the PO.

1
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7.  The Receiving Details screen will be displayed.  This screen shows the Quantity Ordered, Received, and the Open to Receive information for each item on the PO.  If no value appears in the Received column then all ordered items are still outstanding and are waiting to be received.  To view or drill into purchase order comments click on the underlined P or L in the field heading. 
Note: To view multiple lines in a purchase order click on the Previous and Next option.  
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8.  To access additional information click on the drop down option in the PO field.  The following screen will display. Click on any of the magnifying glass icons to view the information available in any of these categories.  Click on associated links within the new windows to further drill around and view PO information.  Text that is not underlined has no drill around detail.  Comments created during the requisition entry time are available for viewing here.

9. Select X to go back to the previous screen.

10. To view other PO receipt information repeat steps 4-8.
11. Click the X in the upper right corner to close the Select Detail window.

12. Click the X in the upper right corner to close the About Drill Around window.

Click the X in the upper right corner to completely exit the Lawson application.
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This completes the Requisition Entry, Requisition Drill Around and Receiving Drill Around user manual.

CMIER Req. User Manual
Page 19


