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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.

\':?LAWSONM Portal Login
+ Enteryour s e e —————

and Password and
click on the Login
button.

e The user names and
passwords are case

sensitive.
Contact the PISD . m;:
- 'assword:
Technology Services —
Helpdesk if you experience
problems logging on to the Copyright © 2000-2004 Lawson Software Tnc
system or have issues with
any of the applications.
(70260)
° Once the user name and Fle Edt View Favorites Tools Help -
password are accepted the @Bm o ° s 4] IBM Business Transformation Homepage €] IBM Interal Help Homepage €] I8M Standard Software Installer
fO”OWing Lawson screen ddress |{E] httpsfawdevapp0 1 pasadenisd.orglamson pertaljndesc tm MBe :@snagr
will appear. ~Z LAWSON" tome waiw

e Users can type the form
number in the navigation
box in the upper left hand
corner of the Lawson main g

form. e e
Delete Custom Form
Browser Credentials
e Users can also type in the ettt <% LAWSON
RQFL and POFL to access ey
g Bookmark Group Access
the Lawson Requisition Users end roums
ookmark Manacer
and Purchase Order
module flowcharts. Eenchts
Career Management
Credentials
Employment
Life Events
Ney Hire
QOrg Chart
e - |
€] Done & Internet
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Go To Preferences =
Action Hotkey
Perform Submit Action F12
Perform Close/Cancel Action Esc
e On any Lawson form you can Perform Refresh Action Cirl-shift+F5
H H Perform Delete Action Ctrl+shift+D
CIICk Help and the fO”OWIng HDtkE"."S Perform Mext Action Ctrl+shift+N
menu W|I| appear Perform Previous Action Ctrl+shift+P
. Perform Page Up Action PageUp
Dn“n 2 MEHUEIE Perform Page Down Action PageDln
H H : Tab Page Up Ctrl+PageUp
* CIICk on theHOtkeys Optlon will Form HEIFI‘ Tab Page Down Ctrl+Pageln
display the list of shortcuts. Position in First Field Cirl+Alt+F
FIEId HEIFI‘ Display Field Help % Ctri+Shift+H
Display Form Help Shift+F1
- Display Hotkeys Help A+
° The LaWSOFI ERP form ShortCUtS Fﬂrm W|zﬂ.rd Position in Navigation Bar Shift+F7
can be used on all Lawson forms Position in Search Box Shife+Fe
Position in Toolbar Shift+F3
Position in Portal Menu Ctrl+F10
Display Home Page Ctrl+Home
. . . . . Show Context Menu Shift+F10
There is a complete list of these shortcuts in the appendix of this
document.
Open/Select Field Context Enter
Move to Acticn Selection Fg
Note: Shift+N will allow you to have more than one Lawson G U ) I
N . Perform Change Transaction Ctrl+5hift+C
form acceSSIb|e at any one tlme. Perform Inquire Transaction Ctrl+Shift+1
Clear To End of Form Ctri+Shift+K
Clear Entire Form Ctri+Shift+X
Clear Current Field Ctrl+Shift+y
Open Define Screen Ctrl+Shift+F
Open Attachments Screen Ctrl+Shift+T
Requisition Flowchart Open Drill Screen Ctrl+Shift+R

\"‘? LAVVYVSUIN  Requisitions Flowchart (RQFL.1)

rafl

GoTo Preferences Help Lo

The Requisition module has 4
related pages.

T Requis.. Setup
Related Pages S
1. Setup page is where the |2 . mes
system configuration is e R
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

‘Optional Setup

Creation and Approval

information. Creation
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 NS
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.

»
»

IC Location Replenishment

Interface

Approval

Requisition Approval
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4. The Inquiries and Reports page makes available the following inquiry and report screens.

Inquiries, Reports

Inquiries Reports

Requisition Requisition Status Report

Requisition Status
Requisition Volume Summary
Issue History Print Requisition

Listings

7
i}
e
11}
tn
e
£
a
=

Purge
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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 ,
Requester: -| PASADENA HS uso
haVe a 1‘) RegesiT] Requisition Humber: : |
req uester ID. 3 Reuu\siﬁnn‘ Number: Header
h Company: s -| Pasadena ISD
This should be Requesting Location: |1 ?|  PARKS ELEMENTARY
the location Of  wemns P
ticeleneaus from Company: | T53[F]
the requester ‘Lr:f\ate Ship to or Stockroom, if Inventory: [{ =] PasaDENAHS
entering the e Requested Delivery Date: [z | 46 comment
requisition. cia auote Remm: 4
CI|Ck|ng on the Zm?:::ir:v:: e Print Requisition: |y »| Yes
drop down will ~ sstsbuisa PO User Field 1:
||St a" the Requisition Inquiry PO I.!_ser Field 3
. . Requisition Detail Inquiry PISD Bid Number: |ama-224-cy
d |Str|Ct Purchase Order Worksheet PO User Date 1: -
PO User Date 2: -
requesters. s, —1
2. Regu|s|t|on Ttem Entry Code: 1 Irem
number: this 103 FREEMAN ELEMENTARY
will be a system generated number. This field should be left blank. e e

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

AVVSON

Requisition (RQ10.1)

GoTo Preferences Help Lo

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 m

108 GARFIELD ELEMENTARY
106 GENOA ELEMENTARY
107 GOLDEN ACRES ELEM
PEARL HALL ELEM

108 JESSUP ELEMENTARY
JJAEP.

110 KRUSE ELEMENTARY
MEADOR ELEMENTARY
11z PARKS ELEMENTARY

name or a more specific location at the requesting location. I e e
6. From Company: this should always be “199” and should default as 114 RED BLUFF ELEMENTARY

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 18
referenced on the purchase order. If this is a requisition for

115 RICHEY ELEMENTARY
116 L F SMITH ELEMENTARY
MAE SMYTHE ELEM
SOUTH HOUSTON ELEM
119 SOUTH SHAVER ELEM

warehouse stock items then the location must be “815” warehouse.
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Requested Delivery Date: this should be date that the goods are required.

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.

©

Microsoft Internet Explorer

L] "_'q A PISD Bid Mumber (Jocated on the Header page) is required.
[

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.

\\‘_?/. LAWSON" Requisition (RQ10.1)

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

Requester: |1 | PASADENA HS
Requisition Number: M
Miscellaneous

Line Defaults:

Accounting Unit: |11.001.011.001

o Account: 5359 7| of-|
2. Account: this is the expense T -
. : ount Category: :
code for the accounting unit.
The user will only be able to vendor: sl

Vendor Name: |a 8 C SCHOOL SUPPLY INC
Purchase From: -
Currency Code: [~ +|

Buyer: -

see the accounts for their
school or departmental

accounting unit. el o
3. Vendor: this is the vendor Comment Code: | ¢|

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.
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