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Introduction to Lawson

A goal for the ERP Finance component is standardizing, consolidating and integrating a number of
financial reporting and accounting processes used throughout the organization. Lawson, an Enterprise
Resource Planning (ERP) application, has been identified as the primary financial reporting system to
help meet this goal. Through standardization, consolidation and integration, financial information across
the organization will be more comparable, reliable and efficient. Lawson delivers enterprise applications
in 20 languages to more than 4,000 customers in more than 40 countries.

Page 2 of 28 BUSINESS APPLICATIONS GROUP



SUNY
OWNSTATE

Medical Center

SUNY DOWNSTATE MEDICAL
Lawson Introduction and Navigation

Accessing the Lawson Portal

1. In your browser for Internet Explorer, enter the following URL:

http://www.downstate.edu

=[] bttt downstate eduf MIEZNES

b Print = |5FPage ~ () Taols ~

#5 Home  ~
find A Physician  Home | Library | PRIME | Newsroom | A-Z Guide | E-mail | Contact Us | Direction

Advanced Search

Medical Center Erore Dlicchiey

SUNY Downstate
Ed

Un

» : "" B [ ‘ =
Alumni 3 ‘ -
Administration = — N -~

— "M~

Community
About SUNY Downstate

LICH » Centrat Brookiyn +Bay Ridge referral@downstate.edn

hown & Baats News University Hospital
Library & SUNY Downstate
Computing SUNY Downstate's President John C. LaRosa Steps Down: The teaching hospital of SUNY
Employment Medical Center Leaders Step In During Search for it for L Downstate Medical Center »
- E % * | Center for Community Health
2 = = SUNY Downstate to Graduate New Health Professionals for New York and the Nation at Promotion and Wellness
;- Commencement Ceremonies May 30, with the Majority 1o Stay in New York State: - Calendar »
st OB Dr. David Blumenthal and Dr. Joan Stanley to Receive Honorary Degrees and Deliver ) |

Dr.Robert Furchgott, 1998 CouRiepormety odees S -

Nobel Prize Winner = " : Maich Day 2012

9162000 Nr_Malika Issmfion Mahamadon Firet | ady of Niner \icits SHTNY NDownstste |

1. Click the Administration Link
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o) = | ] httpefjwmn dawnstate.edufadministration. html o — I
File Edit Miew Favorites Tools  Help Links 2 & -
T8 G0 (55 + | @ Lawson portal - Purchase or.. | £ SUNY Downstate tedica % || G Home - [ - dhprint - [k Page - () Tooks » 7

- = Home Administration ~
Edu T
d SUNY Downstate Medical Center
N Administration
* Accounts Pgyable
* BiomedicalfCommunications
* Campus Bgokstore
* Cenfral Regeiving
» Central Stgres
Fiaeory * Classroonj Services
Alumni * Central Stfrile Supply Distribution
Administration » (DHR) Dgpartment of Human Resources
Community * Departmgnt of Patient Safety
About SUNY Downstate > nt of Pharmacy Services
News & Events * Educatignal Computing Technolagy 1
Library > de Assistance Program
Computing > E Management & Development
Emplayment - Btudent Association
* Financg Division
= Professional Compliance Training Course
* HIPAAJat SUNY Downstate
* Human Resources-Job Opportunities
e htion Services
* Instityfe of Continuous Learning
> abor Relations
* Mail Services
* QOffice of Affiliations ~

2. Next, click the Lawson link. This link will take you to the Portal login screen:
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‘2 Tawson portal - Microsoft Internet bxplorer provided by Lawson 2§
avories  Took  Help &

:@ X B POsee Pereas @ 2- 0 @3- QA

ress | &) httpfilaworod downstate.eduflswson/portlf Go Lk

Capyright ©2007 Lavsson Scltware. Al ights resarvad.  Portsl 90.0.5.421, Tachnolagy 0.0 5.429

B Internet

3. Enter your User ID and Password in the login screen and click the Login button to go to your
Lawson Home Page.
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(= Lawson portal - Portal Home - Windows Internet Explorer

GE\)‘ hd \g, hitp:fflawdev. downst ate. edu/lawson/portalf V“‘__?‘Igi “.:--‘e Search HEH

File Edt View Favorbes Tools Help Lnks ™ & ~
S, »

w |QLawson portal - Portal Home [ | FiiHome = [ Feeds () @W ) Tools +

Welcome train2

LAWS@N rorai Home

=
Peort:)

* Manage Subscriptions ? Portal User Help
*  Manage User Options ? knowledgeBase
* Hotkeys Help

Done @ Interret F 0% v

4. This is the Home Page for the Lawson application. In the upper right corner you will see a
welcome message with your User Id. If no options have been setup for you, the left pane is
blank, while the right frame displays links for you select the navigation and content to
personalize your homepage.

5. Manage User Options on the homepage DO NOT CHANGE ANYTHING IN THIS SECTION:

*  Manage Subscriptions

OR
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Click on the E icon located in the upper right corner of the form. The following selections will appear:

User Options

6. User Options DO NOT CHANGE ANYTHING IN THIS SECTION

3 Lawson portal User Dptions - Microsoft Internet Explorer provided by Lawson Software

iow  Favorites  Tools  Help:

esack w@ I_J I_‘j ;§j|)r)smch *Fav.gﬁtes .@| ] - |__J ﬁ

Address. @ hitp:fflawson. carilion, com/lawsonfpartalfinde::. htm j 'GU. | File: Print FG_dE__X:KTI'!kD'53|-ﬁ Snaglt - E '
3 Wwelcome Traindl [logout]
LAWS@N  user options
. CEECE Dy KT

General ] Drill ] Shortouts ] Hotkeys ]

7 Locale [T - | .
“Bata Area [FROD =]

Value Separ.atc;r Comma
Navigation Bar on Startup m
) Navigation Menus on Startup [Open first =] [T Advance on G-digit date entry

Toolbar Button Display |Both vl

@rt Type |Text [>

Default Printer | Hane

‘Auto Select Required Fields
Use List Style Presentation

Display Field Help

5 & = =

Use Data Entry Field Advance

@ Dong . l_ l_ l_ l_ l_ .'-.Inte'rrnet
_ﬁ.‘:’;tartl J & & @ Ga » “62 Internet Explorer - E’Lawsonﬂn‘tmducki‘on... | & Snaglt Capture F\‘rew‘le.wl %rl!'.: &E@iﬁ!% @ % sasam

Settings Overview:
e Locale: generally used to change the language used on forms
e Data area: for conversion purposes, you will be in the DEV product line. In the future,
you will use the PROD product line. Other product line(s) may be available for testing,
depending on your security class.
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o Default Printer: Lawson printer assigned by user setup

o Default Report type: the three report format options are XML, PDF and Text; choose
the one you want to use as the default for your reports. Can override when viewing
reports. Drill Around® capabilities are viewed in XML and Text format, not PDF.

e Use List Style Presentation: If this option is selected, when any form is accessed, the
records accessible by the form are displayed first with a link to the blank form.

e Display Field Help: if checked, field help is displayed automatically. You can use Help

> Field Help to eliminate field help by clicking on the icon in the upper right corner of
the form and selecting Field Help from the following list of options:

About

Hotkeys

Portal User Help
Form Help

Field Help

Form Wizard

Navigation and Content

Navigation Items versus Content Items

In the Lawson Portal, navigation and content are important concepts to understand. In simplest terms:

e Navigation is a place you want to go to. Navigation options appear in menus or lists in the
left pane.
e Content is information you need. Content appears in the right pane.

In slightly more complex terms, navigation items are top-level bookmarks that, when you click on them,
provide a list of links to content items. You can think of navigation and content as having a parent-child
relationship. Navigation is the parent; content is the child. Content pages have no subordinate pages
associated with them. No navigation is needed to access a content page. When you click on content that
has been added to the content pane, you access the content itself, not a link to the content. You can
immediately start working with content that appears in the content pane.
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Selecting Navigation and Content Options

1. Use the Manage Subscriptions link to create a personal and custom portal layout.

@nage Subscri@

¢ Manage User Options

OR

W
Click on the H icon located in the upper right corner of the form. The following selections will appear:

User Options

Select Content.

2. Add some Navigation and/or Content bookmarks. Double-click or Drag the options required
for your job functions.

3. Use Next and Previous buttons to page through the list of bookmarks.

Content

Save | Reload Portal

4. Your bookmarks now appear in the Navigation and Content columns. You can Drag the options
up and down the list to change the order.

Navigation or Content options that have been selected are shown as bold in the subscription list.
You can Double-click options added to the Navigation or Main Content columns or Click on the
to remove them from your layout.

The check mark next to a bookmark means you are subscribed to that bookmark. If you want to

display a top-level bookmark on your portal, but you don’t need all of the subordinates, you can
Uncheck the subordinate and it won't display on your portal.
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5 Welcome train2 llegout]
LAWS@N  coner - 3 ©
Home m-mﬂaeu Portal [ | Previous

Lavour

SUBSCRIPTIONS YOI

HMain Content
"‘-——-.._____)_ Jobs and Reports

_ Reguisition Center

Uncheck
Subordinates

EEEEO

| —

Dane °Inteme: QIUU% hisrH

5. When you have completed making your selections, click Save at the top of the page. Then click
Reload Portal. Your selections are now included in the left and right panes.

N E—
{ Reond porta | eiresh [ b_tiext [ s vome.

NOTE: Not all bookmarks are available for all co-workers because they are based on security
profiles. Do not be surprised if you cannot change your home page in the future.

Refresh

My Shortcuts

1. Each user may have a “My Shortcuts” bookmark in the navigation pane. Shortcuts let you set up
custom links to websites, files on your PC, or Lawson application forms — you can create up to
20 shortcuts. Click on Manage User Options:

*  Manage Subscriptions
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Click on the ! icon located in the upper right corner of the form. The following selections will appear:

User Options

Select User Options.

A form similar to this appears. Click on New:
| ox [MEEEY

General [ Dl I Shortcuts ] Hotkeys |

Shortcut list:

. Delete

Up

/08

Down

Selected shortcut fterm:

I openin new window

2. Enter the name of the shortcut and click OK:
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a Mew shortcut item -- Web Page Dialog

Please enter new shortocut iterm text:

x|

IPurchase order

|hf:t|:|:,l',lflawsu:uh.cariliu:un.u:u:um,l'lawsnr'r,l'pfzurtal,l'dia |ﬂ Inkermet

Enter the URL or other access syntax in the box that appears next, and click OK:

3 New shortcut item -- Web Page Dialog

@ Please enter new shortcut item URL:
|LP.WFORM|TKN=F‘OZD

(¢ (0] 4 | 3 Cancel

|httpi,l',|'lawsnn;u:ariliu:un;cu:um,l'lawsu:un,l'ﬁi:u'rl':él,l'dia |ﬁ Internet

Check Open in new window if you want the shortcut to launch after initial setup. Click OK.
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Cancel

General | Drill | Shortcuts [ Hotkeys |

Shorteut list:
Purchase Order

Selected shortcut itermn:

¥ Open in new window

3. |If application options and shortcuts have been set up, the navigation frame displays a menu
consisting of top-level (or parent) bookmarks with their subordinate (or child).
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@ * ‘§| http: /flawdey, downstate, eduflawson/portalf

Fle Edt Wew Favorites Tooks  Help

T&’ & |§_Lawson portal - Portal Home I \

e B8

ks > )
fpHome + [ Fests(l - dmPmb v ibPage {0 Took ~ i

LAWS@N  rorason
Home ‘

My Shortasts -y
L

oo )
Common Tasks Useful Information

Requismon Lenter L

Line Status

Stat ’ Manage Subscriptions : ; ? elp
i : Manage your navigation links and home Porta} User H

Shopping ¥

Manage User Options page content ? KnowledgeBase
Jobs and Reports .

? Hotkeys Help
Job Schedule

Print Manager
Job List

Done ‘al_n_tgrngt_ | QIDU%_' L
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4. Bookmarks can be hidden to show the application area, as shown below. Click on the Parental

Bookmark:

i Welcome train2 flogout}
LAWS@N rorat vome e O - 5 ©
Home
Hy Shortcuts m = il
:

Requisition Cent v
g g Common Tasks Useful Information
Jobs and Reports \ )

4 : ipti : b2

Hanenc SHSHRaNnS : Manage your navigation links and home Portsl User Hel
Manage User Options t  page content * KnowledgeBase
' ? Hotkeys Help
= € Internet B100% v

Done
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Using the Left Pane

The left, or navigation, pane is a menu of top level, or parent, bookmarks and their subordinate, or
children, bookmarks.

e The left frame width is variable.
e Click a top-level bookmark to open or close the display of subordinate bookmarks.

e Double-click the Home tab to close or open all top-level bookmarks.

Bookmarks

Bookmarks for Lawson engine applications include a standard set of subordinate options: Flowchart,
Setup, Processing, Reporting, Utilities, etc. as shown for Inventory Control below.

Inventory Control

< Flowchart
Setup
Processing
Feparting
tilities
I ——
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1. Click Processing under one of your bookmarks. A second tab displays those specific
processing options, as shown below for Inventory Control Processing.

Inventory Control Processing ~

Feceipts

lssues

Transfers

Intransit Receiving
Adjustments
Document Release
Detail Transfers

Bin Transfers

Lot Hold Control

Lots

Serials

Bins

Cost Adjustments
Cart, Par Location

Par Location Counts
Par Lacation Utilization
Par Lewel Load

Pat lnventory Worksheet
Par Lacation Waluation
Par Cart Mass Changes
Price Class

Patient Charge Iterns
Patient Charges

Price Calculation

Patient Charge Reconciliatio... I

Home Page
2. Double-Click the Lawson logo in the upper left to return to the home page.

Page 17 of 28 BUSINESS APPLICATIONS GROUP



SUNY DOWNSTATE MEDICAL D SUNY
Lawson Introduction and Navigation OWNSTATE '

Medical Center |

a B
= r
ity 1 ¥

Form Display

When using Lawson, you will navigate to various forms in order to complete your work. Below are some
terms that you should understand first:

Term Definition

Form A window (screen) used to accomplish a specific task such
as entering, reviewing, or changing data. Each form has a
title such as GL 40, which is used for GL journal entries.

Field Data points within a form, such as a company. A form
consists of many fields.

Record A set of related data that comes from a combination of
fields.
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Reports

Reports and batch jobs are run by processing a “Lawson job.” Each job has a Job Name and a Job
Description. The Job Description will default with the description of the Lawson screen if it is not
populated manually. There will always be a set of parameters to define for the job as well. Once a job is
Added, it is available to run again in the future with the same parameters or different parameters. Each
time the same job is run, it will overwrite the results of the job from when it was run previously.

1. Display the form for any batch job. The form clip below shows a IC211 (Item Location Listing)
form. Give the Job a name and Description, then add the job parameters. Click the Add button

to add the job.

acation Listing (IC211)

Print Mgr

Job Description  [EEEEE
User Name  [bstory Y bstoy
Data Area/1D

- Parameters

Company [ 1174 LNIVERSIR HOSPITAL OF BROOKLY

Location [whoss (Y INVENTORY MANY WAREHOUSE

or

Report Group

Invaptory Class Major

= & Internet

2. After the job has been added or changed, it must be submitted for processing. To submit a
job/report, click on the Submit icon near the top of the form.
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The job scheduler and print manager can be accessed by displaying any batch job form.

The links on the top include:
e  Submit
e Reports
e Job Scheduler
e Print Manager

Running a Report
3. Set up the job by completing the job form and clicking the Add button. Look for Job Added at

the bottom left of the screen.
4. Click the Submit link in the top section of the form. The Job Submit form displays.

"A'Submit J6b == Web Page Dialog

Job Mame IC211WRS

User Name bstory

Job Queue | =]

Start Date | ¥
Start Time | )

It flawdey. & Internet

5. Click the Submit button. A message will appear that the Job has been Submitted.

|fé:| Job Has Been Subrnitted |

BUSINESS APPLICATIONS GROUP
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Job Scheduler link
6. Click on the Job Scheduler link in the top section of the form.

All jobs are listed in reverse chronological order as shown below.

Job Schedule - bstory
30b Actions | mqure Wl search || i Res [l printable view |
User Name [bstory [ [0 Auto Monitor

Active Jobs Waiting Jobs | ( Completed Jobs ) |
[] Job Name Parameters Job Queue Start Date Stop Date Status
[ 1C211WRS 1cz2i1 b (13{19/2009 08:50:20 13(19/2009 08:50:26 Normal Completion
T Pz e T TR E 2 6 G E 5 (i Tlermal Complean
[ ICL30WRST 1C130 ok OHL6{Z009 10:40:38 O 16{2009 10:40:46 Mormal Completion
[ IE191WRS 1c191 HARERRAAE OH12{2009 12:11:24 1242009 12:11:25 Normal Completion
[ Ic192wRs 1c192 ekl 131242009 12:09:09 03{12§2009 12:09:10 Normal Completion
[ 1c192wRs 1c192 ik 03(12{2009 12:08:24 03f12§2009 12:08:25 Normal Completion
[] ICL79WRS 1C179 ok O12{2009 11:14:38 O12i2009 11:14:39 Mormal Completion
[ Icz7owRs 16270 HARERARE 31242009 11:06:47 1242009 11:06:48 Normal Completion
[ IC170WRS 16170 ki [13{1242009 11:05:29 03{12§2009 11:05:31 Normal Completion
[ WHI30WRS2 WHI30 ik 03(12{2009 10:58:36 03f12§2009 10:56:36 Normal Completion
[ ICL41WRSY IC141 ok 3{12{2009 10:57:50 O312{2009 10:57:51 Mormal Completion
[] WHI30WRS2 WH130 HERERARE 1242009 10:55:16 1242009 10:55:17 Normal Completion

There tabs to view Completed Jobs (as shown above), Active Jobs and Waiting Jobs. Active Jobs
include the jobs that are currently in process. Waiting Jobs include jobs that are waiting in queue to be
processed and those that have not completed successfully and are in “Needs Recovery” mode.

NOTE: If you cannot recover a job after one try, call the Help Desk.

BUSINESS APPLICATIONS GROUP
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Job List

Lists jobs run in alphanumeric order. Click on Related Forms in the upper right corner and click on “Job
List".

welcome Bill [l

\ |Related Forms "

L] Au Frint Manager

Multi-2tep Job Definition

Welcome B
Eamm © B0

Related Forms ~|

Job List - bstory

0b actions | nquire [ Fndest || Reset | | (]
User Name |bstary 2] /_\

[] Job Name Description Reports Parameters / Status \
O ' ICI30WRST General Ledger Interface 1 1C130 Normal Completion
[] ICt40mRs Vendor Rearder Advice 1 1C140 Normal Completion
[/ 1C140%RS2 Vfendar Reorder Advice 1 17140 MNormal Completion
[ ICt40mRsR Vendor Rearder Advice 1 1C140 Normal Completion
[ ICt40mRsy Yendor Rearder Advice - Up 1 1C140 Normal Completion
[ IC140wRsU2 Vfendar Reorder Advice - Up 1 IC140 Mormal Completio

The Job List displays Jobs that have been requested and their status.

Print Manager Link

Click on Related Forms in the upper right corner and click on “Print Manager”.

Welcame Bill (oo

ihelated Forms ~ '

\Juh Schedule

Multi-5tep Job Definition
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Lists jobs run in alphanumeric order where reports can be viewed.

Welcome el

Print Manager - bstory

User Name [bstory /@/

|Related Forms ~|

[] Job Owner Job Name Description \ Parameters File Name Created

[, bstory ICZ1IWRS TEST LIST 1ce1y 1€211.prt 03/19/2009 08:50:26
T bstory POZIOWRS Unreleased Receivers POZ30 PO230.prt 03/18/2009 14:10:21
[] bstary POIE 1 aways 03/18/2009 12137117
[[] bstary POIE. 1 delivticks1 03(18/2009 12:37:17
[] bstory ICL30WRST 1130 1€130.prt 03/16/2009 10:40:46
[ bstory IC191WRS Ttem Master Audit Trail 1C191 1C191.prk 03/12§2009 12:11:25
[ ] bstary ICLO2WRS ICLOC ITEM AUDIT 12192 1C192.prt 03112§2003 12:09:10

Print Manager - bstory

Frimt ' |I:ustu:ury M
o <y Job Name Description
bskory ICZIIWRS TEST LIST
sy POZ30WRS Unreleased Receivers

Print Manager displays a list of completed jobs for viewing. To view a job, check the box next to the job
and select the View option from the Report Actions options. You can also place the pointer directly on

the job and double click.
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Report Display

A report’s on-line display can be in one of 3 formats: XML, PDF or text. The format Lawson defaults is
XML, however, the user can reset the default by clicking on Manage User Options and selecting
another option. All versions can be accessed from the Print Manager View Options.

virelcome Bill

1€211.prt (Job ICZ11WRS - Step 1)

ice11

4= Back | Create C5V File [l view Dptions - |
ICz11 Date: 03/19/09
Time: 08:50

JOE SUBM

ISZION PARIMETERS

User Neme: hstory
Job Newe : ICZ11WRS
Step Ner : 1

Company: i1 TMIVERZITY HOSPITAL OF EBROOKLY

Location: UHCSY  INVENTORY MAIN WAREHOUSE
or
Report Group:

Inventory Class: Mejor:
IC211 Date 03/15/09 Company 11 - UNIVERSITY HOSFITAL OF BROOELY FPage i
Tiwe 08:50 Item Location Listing

Location WHCSS - INVENTORY MAIN WAREHOUSE

Icem Nwgber 100000 Tracking T
Last Issus Cost L2000 Last Issus Date 03/11/09 Auto PO T
Description D3G TRANS TEGADERM 2 3/68X 2.75 Standard Cost 0.0000 Last Update Date 03/11/0%9 Bin Tracking Y
100 EA/BX 4 BX/CA (1624W) Future Standard Cost 0. 0000 Last Receive Date 03/11/09 Aillow Receipts ¥ -
Fuver Cnde Srack TION FL Lasr. Cnar m.nnnn Laar Crunr Dare Allam Tesues T -

[Next | Pages 1-40 o£85

7. The “View Options” at the top of the form allows the user to select the text print option. Select
PDF Landscape to view the output in that format.

PDF - Condensed 158
PDF - Condensed 198
PDF - Condensed 233
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Item Location Listing

IC211 Date 03/19/ Company 11 - UNIVEF
Time 08:50 Item Location Listing

DPITAL OF BROOKLY DPage 1

Location

Number 100000 Tracking ¥

ue Cost .2000 Last Issue Date 03/11/09 Buto DO Y

Description TRANS TEGADERM 2 3/8X 2.75 d Cost 0.0000 Last Update Date 03/11/09  Bin Tracking Y

100 EA/BX 4 BX/CA (1£24W) Future Siandard Coet 00000 Last Receive Date 03/11/08 Allow Receipts ¥

Buyer Code Stock UOM EA Last_Cost 0.0000 Last Count Date A1l Y

L Category 1032 Secondary UOM Market Price 0.0000 MSDS Date N

Dreferred Bin BIRL Storage Code Overhead Cost 00000 Added Date 03/11/09 A
Order Policy Reorder Doint Code F  Average Cost .2000 Reorder Quantity Code F

Roosger Soeient fode B Average Add-on Cost 0.0000 Special Cyele Coust W

Mln_lmu:v‘ Order 0 Maximum Order i 400

corder Doint 100 Safety Stock ] M

Reoraer Quantit ) i

Prime Ven

n 10{)91624»{
Purchase From l..l)(:ﬂr ion prit

Replenish From Company and

G TRANS TEGADERM 2 3/8X 2.75 Foi Yeplenish From Bin
Burchase Taxable Gel1 Taxable ¥ Sell Tax Code
i Item Locatios Alpm 2 tem Location Alpha 3
OE Minimm 0 5 Hatiin Quantity a
OE Create 20 N
Ttem Number 100001 Tracking Y
Lisz Issue Cost Date 03/11/09 Auto PO ¥
Description E DURADORE 3INX1.5YD tandard Cos Date 03/11/09  Bin Trﬁclung ¥
unumx 5/CA(15388-1) Futuze Standard Cost Date 03/11/09 ¥
r Code Stock UDM RL Last Cost Date ¥
GL Category 1032 Secondary UOM Market Drice Date N
Dreferred Bin BINZ orage Code Overhead Cost Date 03/11/09 A
Order Policy order Doint Cod= F  Average Cost .1000 Reorder Quantity Code F
Reorder Document Code Average Ads Cost 0.0000 Special Cycle Count L
Minimum Order 0 imum Order 0 Economic Order Quantity 0 a
Reorder Doint 500 Safﬂt; Stock 0  Movement Class 1  Movement Rank 1
Reorder Quantity 1500 Average Leadtime 5 Last Leadtime
Drime Vendor 101320 Vendor Item 100015385-1 Replenish From Company »nd
Purchase Fram Location Vendor Description TAPE DURAPORE 3INX1.SYD recast
Purchase Tax Code Sell Taxable N 5
1 Item Location Alpha 2 Item Location Alpha 3
Serial Track N OF Minimum Quantity (] OF Maximm Quantity a

OE Create 20 K OE Dropship N

The Create CSV File option allows you to download the report into Excel. You will get a Download
window giving you the option to save the file to a disk and then it allows you to save the file to your

desktop.
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Help Features

8. You can access the Lawson Help menu (upper right) from any form.

elcame Bill
- e
N . e .
Ic£11 |
b v (2)
About
Hotkeys

Portal User Help
Farrm Help
Field Help

Form Wizard

Below is a description of the Help Features.

Help Feature Description

About Displays information about the software version.
Hotkeys Displays the available shortcuts.
Form Help Displays information about the current form including the form

purpose (i.e. Use GL40 to define and release journal entries).

Field Help Displays information about the current field such as number of
characters and what the field means (i.e. GL40 Types of
Journal Entries).

Form Wizard Available only for IT functions.

Security

If your security class does not allow you access to a certain screen, these are the messages you will
receive: 0 hits for XX### and Form is Secured. You may have full access to all screens or you
may only have limited access depending on your security class. If you feel you should have access

to a screen that you have been denied, contact your manager.
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Logging Off

1. To exit the Lawson portal, simply click the [logout] in the upper right hand corner of the screen.
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luflawson/portalf

Welcome Bl

Item Location Listing (1C211) 0.,.‘. E 9

!7 Submit 7| 7 Reports | |7 Job Sched 71 ‘”7 Print Mar “
Job Name Bl
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