LAWSON E-REQUISITION “Cheat Sheet” 

For INVENTORY AND NON-STOCK type requisitions
CATALOG SEARCH

Log into Lawson using your UTAD sign on and password

1.
Click on Requisition Self Service - Shopping on the left side of the screen (blue bar)

2.
In the basic tab enter the following information (yellow fields are mandatory)


1).   Ensure a requesting location is populated, if not – search and select one

2).   Enter Requested delivery date (allow time for entry, approval and shipment from supplier)

3).   Enter Deliver to (Building code, room #, name, phone extension)  

3.
Click on the Accounting Tab

1).   Enter or select the Accounting Unit the requisition will be charged to (eg. Cost center, index)

4.  
Click on Find/Shop on the top blue bar

5.
Select the requisition type of Search Catalog

6.
Enter in simple description - use singular noun, no plural (eg. glove vs. gloves)
7. 
Click on Search. The items associated with that search will display below

8.
Quantity of one (1) will automatically default. Enter the required quantity 

9.
Inventory Items are designated by a (+ symbol to the left of the quantity box


Non-inventory items are designated by a ( symbol to the left of the quantity box
10. 
Add item(s) to the cart by one of the following ways


         1). Click on the Add button to the left of the item 




OR


         2). Click in the box to the left of the item. 


         3). Click on Add Selected box 

11.
For hard copy of requisition – click on the Print button at bottom of shopping cart 

12. 
Click on the Checkout button at the far right bottom of the screen. 

Dialog box will display

 “Day, date, time, 123456; Order has been successfully submitted.  Status: Needs Approval.”

Click on OK to return to home profile page
Any questions – please contact Patty Owsley in Purchasing at 419-530-8701 or patty.owsley@utoledo.edu
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