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1 Navigation 
 
 
The Lawson system consists of web based applications that each user will be able to access from a 
bookmarked or a link directly from their desktop.  
 
The URL to access Lawson is: 
 

http://pisdlawson/lawson/portal/logon.htm 
 

Each user will be required to enter a user name and password to access Lawson. The passwords are 
case sensitive and are created by the PISD Lawson System Administrator. 
 
 
 

• Enter your user name 
and Password and 
click on the Login 
button.  

• The user names and 
passwords are case 
sensitive. 

 
Contact the PISD 
Technology Services 
Helpdesk if you experience 
problems logging on to the 
system or have issues with 
any of the applications. 
(70260) 
 

• Once the user name and 
password are accepted the 
following Lawson screen 
will appear.  

 
• Users can type the form 

number in the navigation 
box in the upper left hand 
corner of the Lawson main 
form.  

 
• Users can also type in the 

RQFL and POFL to access 
the Lawson Requisition 
and Purchase Order 
module flowcharts.  
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• On any Lawson form you can 
click Help and the following 
menu will appear. 

 
• Click on the Hotkeys option will 

display the list of shortcuts. 
 

• The Lawson ERP form shortcuts 
can be used on all Lawson forms  

 
 
There is a complete list of these shortcuts in the appendix of this 
document.  
 
Note: Shift+N will allow you to have more than one Lawson 
form accessible at any one time.  
 
 
 
Requisition Flowchart 
 
The Requisition module has 4 
related pages. 
 

1. Setup page is where the 
system configuration is 
maintained. There will be 
a limited number of 
people that have access 
to change or ad this 
information. Most 
everyone will have 
access to view this 
information.  

2. Creation and Approve Page is where you 
create your requisitions. The requisition 
form can be accessed by entering RQ10 in 
the navigation box or selecting Creation 
and Approval under the related pages and 
selecting Online Entry.  

3. The Processing page is where you can 
access the status of a requisition on a 
vendor or the demand at the warehouse. 
This page is also where you process a 
requisition return to the warehouse and 
print a hardcopy of the requisition.  
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4. The Inquiries and Reports page makes available the following inquiry and report screens. 
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2 Requisitions 
 
A requisition is an on line request to buy or have issued goods and services. The requisition will go 
through an automated approval process where the requisition can be approved, rejected, or unreleased.  
 
Approved: the requisition will ultimately become a purchase order.  
 
Rejected: the requisition will have a status of rejected and will not be able to be changed to resubmit.  
 
Unreleased:  the requisition is made available to the original requester, with comments, indicating that 
something on the requisition should be changed and resubmitted for approval.  
 

2.1 Create a Purchase Requisition 
 
Creating the Requisition Header 
 
Note: the following fields are the only required fields necessary to add a requisition header. There 
are a number of fields that are not required and are available to the user. However, these fields do 
not support any system functionality.   
 

1. Requester: 
every district 
location will 
have a 
requester ID. 
This should be 
the location of 
the requester 
entering the 
requisition. 
Clicking on the 
drop down will 
list all the 
district 
requesters.  

2. Requisition 
number: this 
will be a system generated number. This field should be left blank.  

3. Company: this will be “199” and will default in when the user tabs 
through the requisition number field.  

4. Requesting Location: This will default to the location of the 
requester. This is the budget holder location that has the first level 
of approval on the requisition.  

5. Deliver To: this is not a required field. This can be an individuals 
name or a more specific location at the requesting location.  

6. From Company: this should always be “199” and should default as 
you tab through the field.  

7. Ship to or Stckroom, If Inventory: if this is a purchase requisition, 
this location code represents the ship to location that will be 
referenced on the purchase order. If this is a requisition for 
warehouse stock items then the location must be “815” warehouse.  
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8. Requested Delivery Date: this should be date that the goods are required.  
9. Print Requisition: If a printed copy is required this field must be set to “Y”. This is printed using 

RQ111. Once this is printed the Yes will change to No, to prevent any further printings.  
10. PISD Bid Number: this is the PISD bid number that has been assigned to the item that the user is 

requesting to purchase. If the item is off bid, them the user should type in “Off Bid”. If the user 
fails to enter a bid number the following message will be displayed and the user will not be 
allowed to proceed. All items that are purchased off bid should be reviewed by the initial approver 
and ultimately will be reviewed by the purchasing department and validated.  

 
 
 
 
 
 
 
 
 
 
Miscellaneous Page 
 
The Miscellaneous page can be used to enter default information for each of the requisition lines so that 
the user does not have to repeat the data entry. This information can be entered at the line level for each 
line item if the information varies by item. 
 

1. Accounting Unit: this is the 
budget holders accounting 
unit that will default to the 
line items on the requisition. 
This can be entered at the 
line level if they vary by line.  

2. Account: this is the expense 
code for the accounting unit. 
The user will only be able to 
see the accounts for their 
school or departmental 
accounting unit.   

3. Vendor: this is the vendor 
number that will default to all 
items on the requisition. The 
vendor number is not a required field on the requisition. This is the requested vendor and this 
field can be left blank if the user does not what vendor this will be ordered. In this case, this will 
be assigned on the purchase order by the buyer.  

4. Purchase From: this is not a required field. This is a vendor location in the event that the vendor 
has multiple locations. A specific location can be selected on this form. Otherwise, this will be the 
responsibility of the buyers when the requisition is converted to a purchase order.  

 
 
 
 
 
 
 
 


