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. LoggingIn

1. Doubleclick ontheInternet Explorer icon on your PC desktop.

2. eady

dical Ce

If not alr there, go to the Downstate website @ http://Downstate.edu

- [2]X]

|"'1‘A| (|2

/b || hitp:/jdownstate.eduf
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3. Click on the Administration link, on the left hand side of the Downstate web page under
SUNY Downstate.
SUNY Find A Physician ~ Home | Library | myDownstate | Newsroom | A-Z Guide | E-mail | ContactUs | Direclions
OWNSTATE st
Medical Center Search Fhons Directory

SUNY Downstate
Educatio

Downstate

Pediatrics Department:
Helping Children Reach Their Full
Potential

: Update: Reach Out and Read of Greater Mew York
Student Lifs & Senvices W & NI 43 s @ Takes its Literacy Campaign to Diownstate's Infant
Prospective Students and Child Learming Center

Faculty

Alumni
Administrati

About SUNY Downstate
News & Events

MNews

RidAla Ctatan
Middle Staf

Library 1G »
" [ ]
Computing ¥ Ethical Issues Surrounding the Control of Ebola by the U.S. to Be Explored at SUNY Downstate Accredltatlon
Employment December 4
Self Service » - i
SUNY Downstate College of Nursing Holds Inaugural White Coat Ceremony Events Calendar Vie
n All
X ! * Were Neanderthals a Sub-species of Modern Humans? New Research Led by SUNY Downstate's Dr. :
n.... b Samuel Marquez Says No  Blood Pressure Screening
= e 5 Nisannearance af Neanderthals | ikalv the Rasnlf af Comnetitinn from Homn sanians. and Nof from * Mon, Dez & 2014 from S:i0am -

Page 4 of 53 BUSINESS APPLICATIONS GROUP



SUNY DOWNSTATE MEDICAL
LAWSON 9.0 PORTAL - REQUSISTION CENTER (RQC) SHOPPING

4. Click onthe Lawson link, under the

Administration /

O\

Acamoed Semen

T | = fec

SUNY Downstate Medical Center
Administration

" Accounts Payable
Biomedical Communications
Campus Bookstore
Central Receiving
Central Stores
Classroom Services

B

Library

¥y¥Y¥ Yy Yy Y Y Y Y Y YYYYYYYTY

Esources-Job Opportunities
errrrfon Senvices

" Institute of Continuous Leaming
= Office of Labor Relations
* LAWSON
* Mail Services
-
-
-

Materials Management
Office of Affiliations
Office of Compliance and Audit Services

5. Inthe Lawson Portal Login screen, enter your user 1D, in all lowercase characters.

6. Enter your password —thisfield is case sensitive.

* & zwwson_pmtal { ‘

ﬂ v @ 4 @Page -\@Tools:- o

LAWS@N

User name |vasquet

A
‘Copyright © 2008 Lawson Software, Allights resafed,  Pom=! 9.0.0.7.337, Techrology 5.0.0.7.415

7. Click onthe Login button to enter.
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8. Click on the Shopping link, under the Requisition Center Parent Bookmark.

LAWS@N Portal Home :V;\:me wain
Home P e — E

<«

Requisition Center

|
%

Line Status

Staus
Shopping Common Tasks | useful Information
lanage Subscriptions

Requesters Useful Links ? Portal User Help

: ) 0
+ Customize Portal aptions and your Knovledoetase
i shortauts 7 Hatkeys Help

PO Line hem History POS4 * Manage User Options
PurchaseOrderinguiry PO54

Purchase Order Entry PO20
PO Inquiry By tem P63

Requisiton Inquiry RO44

Jobs and Reports
Job Schedule
Print Manager
Job List

Requisition Center

Line Status

Status

Shopping

y

»
(WNNNR + Trusted sites
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9. Requisition Center will open in anew window. Maximize the window if it istoo

small.
{2 http:Hflawdey. downstate.edul - Requisition Center - Windows Internet Explorer ‘._H[I:jrﬂ
Logout
Welcome IVAN VASQUETELLES 7
Requester ivasquet
- No Items ---
IVAN VASQUETELLES
Requisition
Craation Date
Requisition Status
Reference Number ‘
Requistion Descripion | |
Company 0011 UNIVERSITY HOSPITAL OF BROOI
Requesting Location ‘ |
Requested Delivery Date |Efi mm/dd/yyyy
Priority [ Nommal
Deliver Ta
Commadity Code ‘ ‘@
Total Quantity: 0
Total Cost:
Humber of Lines: 0
Clea
\
\

10. Wait until the rolling bar stops for the application to finish loading.
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ROC - Main Screen

{= Requisition Center - Windows Internet Explorer

s.y_;)é http: fflawdew. downstate. edufracfhtmlfindes:. htm et
LAWS@N :. B
Al Detall Profile | Accounting W Lizer Figlds 1 Comments

Cost

Requester train2

No: Tter
train2 "

— 2. Inf_orcrl'natlon

Creation Date Wln ow

Requisition Status

Reference Number ﬂ ;

i oy —————3 3. Shopping
Requisition Description | |
T Cart

Company 0011 UNIVERSITY HOSPITAL OF BROOK

Requesting Location  [M130A  |@ MAIN-EMERGENCY SERVICES

Requested Delivery Date | _Ei mm/dd vy

Priority | ¥

Deliver To fl |

Commodity Code | |ﬂ_cl
Total Quantity: O

4 . Total Cost: o
Number of Lines: 0
¢ 5 MNew
= =

The RQC screen consists of four components:

1.) At thetop of the screen isthe main RQC Menu Bar. From the Menu Bar, users can
select shopping options, inquire on existing requisitions and view their user profile.

2.) On the left side of the RQC page is the Information Window. This area displays user
profile information, item information (when shopping) and order information (whenin
inquiry mode).

3.) To theright of the Information Window is the Shopping Cart. Asitems are selected for
order, they are added to and displayed in the Shopping Cart.

4.) At the bottom of the Shopping Cart are Action Buttons that control the management of
requisitions (New, Clear, Print, Release).
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1. Profile

A. Basic & Detail

1. Click onthe Profile option at the top of the screen to enter your Basic profile.
Note: All required fields arein bold and end with an asterisk (*).

{2 http: Hlawdev. downstate.eduf - Requisition Center - Windows Internet Explorer. EEX]

LAWS@N i) £ Ml [BEfe Welcome VAN VASQUETELLES 7
I:-:;'i Bl e e [ ——
‘ tem ‘Quantity Cost
Requester T -
IVAN VASQUETELLES o

Requisition

eeeeeeeeeeee

Requisition St

0011 UNIVERSITY HOSPITAL OF BROOH

Requesting Location | ]

Requested Delivery Date | [ PR —

Mormal |

Priority

Deliver To

Commadity Code

Total Quantity: 0

Number of Lines: 0

2. Inthe Requesting L ocation* field, enter the requesting location the order is needed for.
Note: Depending on your profile the Requesting Location may show a default. If the
default shown is not the location you want to order then you can enter the Requesting
Location information you want to order for or you can use the look up function.

Look-Up Function — Select the following icon @ located on the right side of the
Requesting Location field and the following screen will appear.

'~ hitp:/flawdey. downstate.eduf - Lawson Drill - Window:... |ZJ@E|

Reguesting Locations <
neguesting Locatnons and Account Informaticn I |

Now you will need to select the Requesting Locations lin
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A new screen will appear and so that you can enter the Requesting Location you are
searching for.

/) p:.!l‘lawdw..dnwﬁltna.gdul ~Lawson Drill - Windows Internet Explorer - : -_|EUZ|
Previous || Nest| Find MNext
Search Field | Req Locationﬂ Method |Equa\s(fastest] V| Value | ‘ [ Search ] E

Requesting Locations

[ Req Location Hame Type Status ]

| CSACR C55-ACUTE CARE RCWG EMERGENCY Issues Inactive @ |

Select the drop down arrow and change the Method to “Begins with (fast)”
Equals (fastest) +

Equals (fastest
Begins with (fast)
Ends with (slow)
Contains (slowest)
Within the Value field enter the first four characters of the requesting location you are
searching for; 1and then select search

.-,?;}rtt.pdilmdev.dmnltne_edul - Lawson Drill - Windows Internet Explorer

A

Back Rreviol Next
=
v =
Search Field |ReqlLocation | Method |Beg|nswnh (fast) V| Value |M190 | [ Search ] —— =|
Requesting Locations
[ Req Location Hame Type Status ]
‘ CSACR CS5S-ACUTE CARE RCVG EMERGENCY Issues Inactive ] | o7

The search will bring back any Requesting Locations that start with first four characters
entered in the value field. Now select the Requesting Location you want to order for.

= http:Hflawdev. downstate.edu/ - Lawson Drill - V/indows Internet Explorer Ellﬁ”zl
P e
Search Field | Req Location » Method | Begins with (fast) V‘_| Value |m190 ‘ [ Search ]
v Requesting Locations
( Req Location Hame P Type Status )
| MisS0o4 MAIN-EMERGENCY SERVICES - Issues Active [EE] | ==
|

3. Inthe Requested Delivery Date* field, enter the expected delivery date in the format
mm/dd/yyyy or select the date by clicking on the calendar icon to the right of the
requested delivery date field, and then click on the desired date. _

2k

< March = = 2009
Sy Mo Tu We Th Fr S35a
1.8 3 A4 5 & F
8 9 10 11 12 13 14
15 1520 23
32 23 24 25 26 27 28
29 20 321
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4. Inthe Deliver To, enter the delivery information if receiving will need to bring the order
to adifferent areathen one listed on the Requesting L ocation record.
Deliver To field has a 30 character maximum.
Profile Data Access:

L AWS@N Inquire | Profile Welcome 71'

fon: 23145

! Det |I Pn:.hl ': ncc:ourtlnu UserFlelds | Commerrs |

Profile data can be accessed any time during a shopping session by clicking the Profile link
on the Main Menu Bar at the top of the page. Profile data can be accessed and changed at
any point during a shopping session

A. Comments
Note: All required fields are in bold and end with an asterisk (*).

Use Commentsto detail any special instructions for the buyer.
1. From the Basic tab, C|ICk the Commentstab

A 4

BHa=i Detail Frofile | Accounting i lUser Figids 'i Comments

Reguester wvasquet
AN WASQUETELLES

2. Click in the bubble to select Commentsto Print on Headers of Internal Documents*.
These comments will appear on internal documents as the order moves through the
process (Inventory Control, Purchas ng, Rece| ving, and Accounts Payable).

Eiah.n: '| Digtall Profile . Accourting | Lser Figlds Comments

Comment Code | |PT=
\ 7
{(® Comments to Print on Headers of Internal Documents
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3. Enter desired commentsin freeform field.

| Basic 1 Dietail Profile Accourting Lser Fislds: [

Comment Code | ]

& Comments to Print on Headers of Internal Documents
2 Comments to Print on Requisitions

{ Comments to Print on Purchase Orders

¥ Comments to Print on & PO as Trailer Comments
& Comments to Print on Pick Lists

& Comments to Print on Receiving Documents

() Requisition Header Display Only Comments

O gill to Address Comments

O Comments to Print on Delivery Tickets

O Invoice Comments

) Attach & URL to the Requisition

Cvover Night Delivery — Serial Mumber: ABC123
QuotefDEF456|

[ Update J [ Delete ] <

4. When finished entering needed comments, select the Update button to add / save the
comments to the requisition. The Delete button is used for deleting unwanted comments. —
To edit the comment at any time during the shopping session, click the Profile menu
option at the top of the page and then click the Comments.
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1. Find/ Shop

Shopping lists, or templates, are lists of items that can be built for departments, to make
ordering quick and easy. Shopping lists can be set up by MMIS, and will be detailed later
on in this manual.

A. Shopping list Template

To start a shopping session, place your cursor over the Find / Shop option on the main
menu bar. Asthe cursor hovers over Find / Shop, the shopping options are displayed (as a
dropdown menu).

Find / Shop

Template
Express Order
search Catalog
Special / Service
Categories

~ http:{flawdev. downstate.edu/ - Requisition Center - Windows Internet Explorer |ZI@E|

LAWS@N |,

Logout

J.shop Profile Welcome IVAN VASQUETELLES 7

Templa t:; I

Express Order
Detail Profile. |  Accourting | Search Catalog
Special / Service
Categories

Requester ivasquet
VAN VASQUETELLES

1| The Template option allows the Requester to view and select items off of alist of items
custom designed for each individual Requesting L ocation.
2.7 Select the Template option by clicking it.
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3. When clicked, RQC displays a Template tab and prompts the Requester to search for a
Template.

_fﬁﬁf[tequi_aiﬁnn Center - Windows Internet Explorer
@’P http:f flavwdey . downskate, edu)rgohtmlfinde:s: . hkm

o shop | maure | oo | |

Requisition: 23145

J[ Search ]

Company Tempolates

: : Location Termplat
|15 V|Template lines to display per page == == =
| = Beguester Templates

[] Expanded Ttem List

Search for a template by name or click on a template type

4. Inthe Template Search Screen, click the link for Location Template.

5. When thislink is clicked, RQC opens up the Template list assigned to the Requesting
Location.

59_{§ ht=t|;:,l',l';awd-ev.do‘wnstate.edu,l’rqc,l’html,l’index.htm

LAVVS<N

- Requisition: 23145

“ Search ]

Company Templates

15 || Template lines to display per page
[] Expanded ftem List

Template Hame
MiS0AC0OZ 12-190-003-5ST-JOHNS-REC-E.R.

MiSOAODS 12-190-004-DRECISTOMN-DYMN-E.R..
Mi90A006 12-190-006-DRAEGER-E.R.
M1S0A00F 12-190-010-MMS-EAST-E.R.

6. If the Requesting Location you are ordering for has more than one Template assigned you
will see alist of Templates to select from. If the Requesting Location you are ordering for
only has one Template then you will only see one Template to select.

7. Once you select the Template you want to order from the Template list will open, use the
displayed information to start shopping.
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8. Requesting Location Template List window. Note the display of tﬁeiorder Number, the

Template List Identifier and Name. The Template List displays the Requesting

Location’s customized item list.

9. Notethat items on the Template List are marked to indicate if they are Inventory Tracked
(stocked) at your location ( ¥+ ) or if they are non-stock ( " ):

Template  Hame

1304007 12-1%0-010-MMS-EAST-E.R, Print

¥ = Nonstock item at your From Location ¥+ = Stock item at your Frem Location

Actio Quantity Item Description UoM Cost Available |
T 100285 CURETTE EAR LOCP

D ¥ IT- !ManuFal:turer Code: SCOOP INF 2ZMM Bx 37.3000
' __BMSS. Number: 4888 50 EA/BX (4888)

10. Stocked item requests will be directed to and filled from an inventory location. Non-stock
items will be directed to Purchasing and ordered direct from vendors on a Purchase

Order.

Notes: Items with a green check mark are available to order from your location; items
without the check will need information added, such as price or GL category, before they

can be saved to your cart.
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Searching a Template

[ Add all Shown ] !_'-'paarch ;i

"
Template  Hame 1 .S / 3

M1204007 12-190-010-MMS-EAST-ER. Print 3.
¥" = Monstock itkem at your From Location ¥+ = Stock item st your From Locstion \

Action Quantity Item Description UOM Cost Available
100285 CURETTE EAR LOOP
O v |t | Manufacturer Code:  SCOOP INF ZMM BX 37.5000
BMSS, Number: 4888 30 EA/BX (4888)
; 100286 CURETTE EAR LOOP
O v |1 | Manufacturer Code:  OVAL WHT 4MM BX 37.5000
BMSS, Number: 9555 350 EA/BX (23533) -4
100
R r:q—BTFz—t Coda;  CANE ALUMINUM
Flv 2 | Manutacturer Code:  apq o7 59-381N CA&  45.9300
| UNKN, Number: E/CATATSEND]
A75600 sl i

There are several ways to move around the template and /or find items.

1. You can search for items by entering item specific information in the search window and
clicking the Search Button.

2. You can use the Next and Previous Buttons to advance from page to page

3. You can use the Scroll bar to move up and down theitem list currently displayed

4. To search for itemson the list that contain the word “AIRWAY”:

i 15 [ | Template lines to display per page S

Location Templates

[] Expanded Tem List

Reguester Tempolates

[ Add Al Shown | { Selecte & airway

Template  Name

MI30A007 12-190-010- MMS-EAST-E.R.

¥ = Nonstock item at your From Location ¥+ = Stack itermn at your From Location

-A.ct'run Quantity Ttem Description UM Cost Avaifahh;'l
100285 CURETTE EAR LOCPE

Fl+ 2 Manufacturer Code: SCOOP INF ZMM EX 37.5000

BMSS, Number: 4888 30 EA/BX (4888)

5. Enter “AIRWAY"” in the Search Box and click the Search Button.
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Company Templates

(15 = Template lines to display per page

Location Templates

[] Expanded Ttem List

Reguester Temolates

|[ Search J

Template: M190AD0D7
Search criteria: AIRWA

Item Drescription LM

127155 AIRWAY NASOPHARYM LTX 5T 28FR BXx

127156 AIRWAY MASOPHARYMNGEAL Z0OFR BX

AIRWAY NASOPHARYM LTEX 5T 3ZFR Bx

127158

AIRWAY NASOPHARYN LTEX 34FR BX

127160 AIRWAY NASOPHARY RBRTAZZI 36F B

6. RQC displays all Template List itemswith AIRWAY in the description. Note that the
Template List name and Search Criteria are displayed for reference purposes.

7. Toorder item 127157, “AIRWAY NASOPHARYN LTEX ST 32FR ” click the Item
Number (highlighted in blue)
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:mpiate

15 % | Template lines to display per page =R lRLaeR
[ Expanded Item List

Location Templates

Reguester Templates

[ Add Al Shown ] Shd Selact=] | ![Eearch]

Template  Hame

M1S0ADD7 12-130-010-MM5-EAST-E§

v¥" = Nonstock item st your From

Action Quantity Item { D&'Epﬁun UOM Cost Available
| et ;-i\gl:f;:-ﬁRYN ETEX

O] v Manufacturer Code; =T 3_;‘FF' BX 44.4500

TELE, Number; 123032 10 EA/BX (123032)
i i3 AIRWAY

127158
AR NASOPHARYMN LTEX

|:|2’i [2 _|ME|nuFEu:turer Code: 34F: ; BX 44.4800
TELE, Mumber: 123034 10 EA/BX (123034)
127153 STYLET ENDOTRACH

O« 2 | Manufacturar Code: ADULT 10FR. BX 70.1700
TELE, Mumber: 1000R 23 EA/BX (1000R)

(2) After clicking the item number, RQC returns to the template list with the requested item
displayed at the top.

(2) Toorder theitem, enter the desired quantity in the Quantity box and click theline’'s Add
button.
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e Company Templates
15 (% | Template lines to display per page Ttem Quantity Cost ||
Locstion Templates 127157
[ Expanded Rem List Reguester Templates l AIRWAY NASOPHARYN LTEX 112-34 44 fr:!c.' SRR
S]\32FR e 3

| Ea

Template  Name

M1504007 17-150-010-MMS-EAST-ER, Print

v = Nonstock item st your From Location ¥+ = Stock item st your From Location
Action Quantity Item Description UOM Cost Available
127157 AIRWAY

s A PHA ML
v |t Manufacturer Codet o aoe DS BX 44.4800

TELE, Number: 123032 10 EA/BX (122032)

1271s8 AIRWAY

O |t | Manufacturar Coda;  BAETPHARYILTEX - gy 44 4600

- TELE. Number: 123024 § o baipy 11230347

127159 STYLET ENDOTRACH

e 1 | Manufzcturer Code: ADULT 10FR. BX 70.1700

" TELE, Number: 1000R 25 EA/BX (10D00R]

127160 AIRWAY NASOPHARY

Owv |t !ManuFal:turer Code: RERTAZZI 36F BX 44.4500

TELE, Number: 123036 10 EA/BX (123036)

127161 THERM SURETEMP

Manufacturer Code: ) | e S A 2
Add 1 RECTAL W/S'CORD E 432.180
o \".'A. Number: 02675~ ik = =

1 EA (02679-100)
100 : -
105307 REAG QUICKVU 1-

O |t | Manufacturer Code: STEP HCG URN CA  479.2500

QUID, Mumber: 20109 25EA/PK (20109)

8. RQC adds the item to the Shopping Cart.

9. Note that once the Shopping Cart has items, it displays a summary for the itemsin your
cart (item count, line count and total cost).

10. To order additional items, continue selecting items from the Template List and adding
them to the Shopping Cart.

11. Items can aso be selected randomly from the list and added to the cart. There are two
waysto do this:
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Add selected option:

15 |» || Template lines to display per page R

Location Templates
D E}{panded Item List Reguester Tempolates

[ Add Al Shown | [ Add Selected [ s=arch |

Template  Hame

M130A0D7 17-130-010-MMS-EAST-E.R, Print

¥ = Nonstock item at your From Locstion ¥4 = Stock item at your From Location

Action Quantity Ttem Description UOM Cost
127157 AR A

|:| v |1 Manufacturer Code: E.T_SB%T::ARYN Ll

TELE, Number: 123032 |5 caipgv r12203%)

oy AIR WAY
27158
: NASOPHARYN LTEX
34FR
10 EA/EX (123034)

127158 STYLET ENDOTRACH
Manufacturer Code: ADULT 10FR. BX 70,1700
TELE, Number: 1000R 25 EA/BX (1000R)

anufacturer Code:
LE, Number: 123034

127160 AIRWAY NASOPHARY
nufacturer Code: RBRTAZZI 26F A4 4600
ELE, NMumber: 122036 10 E&/BX (123038)
127161
Manufacturer Code:
WA, Number: 02679-
100

053507 REAG QUICKVL 1-

nufacturer Code: STEP HCG UIRN 475.2800
IO, Mumber: 20109 Z5SE&/PK (2010%)

THERM SURETEMP
RECTAL W/S'CORD EA 43,1800
1 EA (0267%-100)

1. Click the box next to each item you want to add to the Cart and enter a quantity in the
Quantity box
2. Then click the Add Selected items button in the Template List header area.
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each item:

Alternately, add a quantity to each item Quantity box and click the Add button next to

oy

[] Expanded Item List

|_:ITE * | Template lines to display per page

Company Templates

Location Temolates

Reguester Templates

[ Add Al Showen ] R |[55arl:h—]
Bt
Template Hame i
MM LSDADDT 12-150-010-MMS-EAST-E.R. Print
' = Monstock iterm =t your From Locaticn 4+ = Stock item =t your From Location
Auction Quantity Them Description MO Cost Available
o =
e SPLINT FIMNGER STRIF
Gag O A ) | Maporecturer coder  STLNE T 2k 10.8700
: . Number: = i . R
et 12 EAS PR 2165)
127143
7[{ - IMMOBILIZFER KMEE
I:I Manufacturer Code: FOAM 24" LUMIWV E& 22.5100
DIOR, Mumber; 79- 1 EA (TO-806407 =i —:
a2o0s40 E ]
e CRUTCHES ALUM
=l ME"uFE'Et'—"Er Code: = apuLT 5'2°-5710" BE - 12.5400
ENI(Nr Mumber: 10400 i PR{10=<00-8]
%{i e CRUTCHES ALUM
[add] ] e R i TR PGPS ER 12.5400
& ¥~ e 1 PR{10401-8)

Logout
LAWS<N ST Welcome train2 7
isition: 23145
E= | ’ ’ Company Templates
15 |»| Template lines to display per page TR Y S
Location Templates
[ Expanded Item List Reguester Templates o = #
el
127144
f crRUTCHES ALUM ADUL i
ek
‘Add All Shown PP — | [[s==ren | Pravicus T
T IMMOBILIZER KNEE FOAM 24 i
C UNTY =
Template Hame P
MI1S0A0DT 12-190-010-MMS-EAST-E.R. @ SPLINT FINGER, RIP 3/4x18 £ 5]
N G
¥ = Nonstotk itermn at your From Location w% = Stack iterm at your From Location e
P A 1 A y i
[ Action Quantity Ttem Description UOM Cost Available w :_II_RB‘;":;; NASOPHARYN LTEX s
127122 SPLINT FINGER STRIP
SPLI 5
00w [t |Menufacturer code: S/axia TN 5K 10.8700
= I DJIOR, Number: 79- 12 EA/PK(79-72165)
72165 g 4
— %ﬁt cod IMMOBILIZER KNEE
" anufacturer Code: _
FOAM Z4" UNIV EA 22.610
Oz R imeen 75 3 EA ek Rak At = h -
80640 . .
127144 - o
E] |3 | Manufacturer Code: ‘;SLJI.;:QEE._‘;L.L]IZI PR 12,5400
E S UNKN, Number: 10400~ 3750 (3 ga00-8) =
127145
LT CRUTCHES ALUM
[§ | Manufacturer Cads Fedhila
HY. 2 PR o
EI L |4 UNKN, Number: 10401~ has: :1R i p— 125400
o 1 PR{10401
127146 CRUTCHES TALL
T | Manufacturer Code: ALUM. 5'10"-8'6" o =
Je | TR UNKM, Number: 110- 1 PR{11-3611LF8- EE: 125400
2611LF8-IMC IMC)
127147 COLD PACK INSTANT
v P2 Sy =pepyr o= PO U EE o

5. Thenew items are added to the Shopping Cart.
6. Note that the order summary is now updated to show a Total Quantity of 11, Total Cost

of $188.33 and Total Number of
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The ADD ALL option:

15 |» || Template lines to display per page R

Location Tempolates
D E}{panded Item List FReguester Temolates

[ Add AlShown | [ Add Selected | [ s=arch |

Templa Rﬂa me

M130A0D7 17-130-010-MMS-EAST-E.R, Print

¥ = Nonstock item at your From Locstion ¥4 = Stock item at your From Location

s

Action Quantity Item Description UOM Cost A\raiEahI-E..

197157 AIRWAY

127157 A
|:| v |1 Manufacturer Code: LTSB%T::FRYN Ll

TELE, Number: 123032 |5 caipgv r12203%)

127158 ALRWAY

- MASOPHARYN LTEX
' II |Manura|:turer Code! S4FR
TELE, Mumber: 123034 10 EAEY (122034

127158 STYLET ENDOTRACH
D W iI |Manufa|:turer Code: ADULT 10FR. BX 70.1700
TELE, Number: 1000R 25 EA/BX (1000R)
hn 127160 AIRWAY NASOPHARY
v | | Manufacturer Code: RERTAZZI 36F EX 44.4600
TELE, Mumber: 123036 10 EA/BX (123036)

e THERM SURETEMP

Manufacturer Code! Ty o
Pl RECTAL W/3'CORD 43.1800
WA, Mumber: 02675~ 1 EA (02673-100)

100
105507 REAG QUICKWVL 1-
¥ |1 Manufacturer Code! STEP HCG URN £479.2800

QUID, Mumber: 20109 Z5E&/PK (20109

1. TheTemplate List option also allows the Requester to order EVERY item on the
Template List by clicking the ADD ALL option button.

2. Notethat every item on the Template List hasa“1” defaulted in the Quantity box.

3. Clickingthe ADD ALL Button will order at least 1 of every item on your custom supply
list.

4. Do Not Click ADD ALL unlessyou really want to order EVERY THING on your list.
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M anaging the Shopping Cart

127145
CRUTCHES ALUM YTH/IR
4'5"-5'2"

127144 .
CRUTCHES ALUM ADULT 5'2"- o
5"10"

127143

IMMOBILIZER KNEE FOAM 24"
UNIV

127142

SPLINT FINGER STRIP 3/4X18
IN

10,8700 USD -
127157

AIRWAY NASORPHARYN LTEX
5T 32FR

44,4600 USD 1

I 2.

Shopping Cart
Area with options

s [New] [Clear] [Pn’nt] [ Release ]

The Shopping Cart displays the items ordered, a summary of item information and provides
options for managing the Requisition (and Requisition Lines).

1. The Delete Button T (an icon that looks like a Trashcan) alows the Requester to remove
items from the Shopping Cart. Click the icon to remove the item from the cart.
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2. TheLineInformation icon ‘* displaysinformation about the lineif the cursor is hovered
over it:

T ETMGER AEIT
Bain Uink Sosts 444650
L‘mi;_-r-., Cades LISD
% Shpbua: Linfamie |

3. ThelInformation icon can appear in other places during an RQC shopping session. For
example, when inquiring on the status of arequisition, thereis an information Icon that
gives you the status of the Request.

Shopping Cart Action Buttons

Total Quantity: 11
Total Cost: UsD 188.2300
Number of Lines: 5

New] I Clear] [F‘rint] [ Release ]

1. Shopping Cart Action Buttons determine how the Requester will manage the shopping
session. The order can be saved, checked out, printed, cleared, etc.
2. Each Action Button has a different function:

a. New —the New Button clears the current requisition and creates a new one. Prior
to clearing the screen however, RQC does give you the opportunity to save your
current requisition if you have not already done so (see below).

b. Clear — Clears out the current contents of your cart. RQC will ask if you are sure
you want to clear the cart contents before processing the request (see below).
Print — Directs a copy of the current requisition to a printer (see below).

Release — Saves, Completes and Rel eases shopping process for the current order.

oo

If you click the “New” button before you select the “ Release “ button will save your current
Requisition order for modifying at alater date and will create a new Requisition for a new order.
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If you click the “Clear” Button you will receive a warning message. Clicking “Yes” will clear
out the current cart contents but leaves current order number open. “No” cancels the Clear
action.

24 Lawson Self-Service Message -- Webpage Dialog E|
|E, htkp:fflawdesy, downskate, edujrgefwebappisfhtml messagelialog. bt ¥ |

Do vou really want to clear vour requisition?

NERE- S A LH-
LAWSSN

e Iar Al oF EROGKLY
Bwguen iy Location B1WLE, . RUAR
EMEEHE W ¥ SERVICTS
it 21704 L gl
Purchea From
Bugrpes D08 . Do PPty

bt b G - ke

i et

s " i ‘ (TFT

N A L e T e
.

L

o bl DT b

W | Gmesbeen S G Ui Bl o 5L W W

“Print” display — Print allows the Requester to send a copy of the order to alocal printer or save

a copy onto the computer. Click the print icon “ = o print a copy of the order or click the save
icon “ [j to save acopy of the order to complete this action. See above screen shoot.
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/3 Lawson Self Service Message -- Webpage Dialog X

ig, http: fflawdesy, downskate . edujrgcwebappis/htmlfmessageDialag. hm

@ Sat Jun 16.10:29:21 EDT 2012

23146 Requisition has been successfully submitted.

Status: Frocessed

http:) flawdey . downstate. edufrgefwebappisth @ Internet

“Release” Message. Note that once the request goes into a Processed Status, it can no longer be
updated or changed. Click OK button to acknowledge the status

After clicking OK, RQC returns to a blank Shopping Screen. From this point, the Requester can
Logout, create another order (Find/Shop) or Inquire on existing orders.

{2 Requisition Center - Windows Internet Explorer.

| @:} http:f/lawdey.downstate. edufrgcfhtmlfindes. htm b
LAWSEN S
\ z
S Detal Profie | Accouning | User i | Comyeris: |
\/ Cont |
Requester train
--- Ne Items ---
train2

Reguisition

Creation Date

Requisition Status

Reference Mumber | |

Requisition Description

Company 0011 UNIVERSITY HOSPITAL OF BROOH

Requesting Location 11904 @ MAIN-EMERGENCY SERVICES

Requested Delivery Date | |iﬂ el T

Friority | |

Deliver To | |

Commeodity Code | |@i
Total Quantity: 0
Total Cost: usDo
Humber of Lines: o

I3 » New
= —
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Ordering for a Different Requesting L ocation:

Some Requesters can order for different Requesting Locations. To do this, they must change the
Requesting Location that it initially to defaults on the Basic tab of the Profile screen:

T
il

ic "[-Jetﬁi-l-.F‘-rof.i-I;E-.- -;;\;:cuunting-l; Llser Fleh:ls g-.'i_}:lmmen!s |

Requester train2
train2

Reguisition
Creation Date

Requisition Status

Reference Number I|

Requisition Description |

Company 0o LINIVERSITY HOSPITAL OF BROO}

Requesting Location ﬁ'u'HEiUA | 7 MAIN-EMERGEMNCY SERVICES
Regquested Deli% ||g i i
Priority 1 = | b 2

Deliver To | |

Commodity Code |

1. Toenter an order for another Requesting L ocation, change the Requesting Location Code
in the Basic Tab on the Order Profile. Either manually enter the new Requesting Location
Code or select it from alist.

2. Tosdect fromaligt, first click the@ Menu Button next to the Requesting Location
field.
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=k

Erewvious | I\Ie_)dl FErre Tl et | .

Reguesting Locations

Reguesting Cocations and Account Information

3. Inthedrill window, click on the Requesting Location link

A http: lawdev. downstate.edu - Lawson Drill - Microsoft Internet Explorer provided by Lawson

= e e el e
S — 3]
Search Field | Req Location |rf Method | Equals (fastest) IVJ value | | Search 7|
Requesting Locations /
Req Location MName Type Status A
CATHIL Issues Active (€=
css Intransit Transfe Active =)
Tuib Izsues Active [EE]
InvANL Issues Active 5=
TwiANZ Izsues Active (55
IVRR Issues Active 53
PAD23 EA23 PIRR Iszues Active B
PADZY BAZ4 CTICU Issues Ackive £+
PAOZE Issuas Active B
PAOE1 Issues Active 5=
P&D3Z PA32 OBSTEFICS UH A3-549 Izzues Active [E=]
PCO33 Issues Active 5=
PCO2S Issuss Active B
PB4l Issues Active 55
PCO4z Issues Active B =
pCO4s Izsues Active [EE]
EHARM DOWNSTATE PHARMACY Iszues Active ==
PRAZ3 FIRR PAR Iszues Active @
PEAZ4 CTICU PaR Issues Active =
R¥EO?2 NE?Z PACTHE T==ne= Artive e |:|
&] Done & Internet

4. Inthe Requesting Location window, you have two ways to find and select a new location.

5. Review the displayed list and click on the desired Req Location Code. If the Location is
not displayed, use the Scroll bar and the Next / Previous buttons to advance through the
list until you find the Location you want.
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"3 htip.//lawdev. downstate.edu - Lawson Drill - Microsoft Internet Explorer provided by Lawson (=i
| =]
Search Field | Fieq Location I:I’ Method | Equals (fastest) |VJ walue | TOOE1] F | =
/‘ f Requesting Locations \
a. b. 2 d.
Req Location Name Type Status
CATHL ardiac Cath Department Issues Active @
99 CEMTRAL STORES Intransit Transfer Active @
Tuit test Izzues Active B
IMANL testing mscrn prod Issues Active &=
IvAaNZ testing mscm prod3 Issuesz Active @ : |l
IVRR IvAaM TESTIMG RERR Issues Active @ 2
PAO2Z BA2Z PIRR Active @
PADZ4 PAZd4 CTICL Active @
PAQDZE PAaZe COU LUH BZ-231 Active @
PADZ1 PAZ1 OB/GYMNUHEZ-252 Active %
PAD3Z PAa3Zz2 OBSTERICS LIH AZ3-543 Active @
BPCO23 P23 ICU LUH AZ-237S Active @
PCO2S PC25 MEQ MEOMATAL ICL Active @
PCO41 P41 CHEST PAIN LIMIT Active @
PCO42 PC42 PEDATIRCS Active @
PCO43 PC43 PED ICU © Active @
BHARM DOWHMSTATE PHARMACY Active @
PPAZE PIRR PAR Active @
ERAZ4 CTICU PAR Issues Active @ 1
R¥EOZZ NEZ2 PACLI Tasiies Artive = ::
I & pone & Internet
6. Or, search for a Requesting Location if you know all or part of the code. To find
113 TQ051" .
a. select Reg. Location in the Search Field
“ g M
b. Select “Equals’ inthe Method field
1] ” M
c. Enter “TQO051” inthevaluefield
d. Click the Search button
" htp: Mlawdev. downstate.edu - Lawson Drill - Microsoft Internet Explorer provided by Lawson mﬂﬁ

Search Figld '.Req Location |VE Method | Equals (fastest) |V:' Value |TQO51 |
Requesting Locations

|' Req Location Mame Type Status |
| T9051\ T9S51 CLIM RESEARCH UH B5-451 Issues Active @ |

7. Click the TQO051 Requesting Location code to select it. Click the Back button to return to
the Req Location list and search again

8. Onceclicked, RQC returns to the Basic Profile tab and enters “TQO051” in the Requesting
Location field.
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15 ; Dietail Profile:

| Ascourting h Liser Fields J Comments |
Reguester train2
train2
Requisition

Creation Date

Requisition Status

Reference Mumber

Regquisition Description | |
Company 0011 UMIVERSITY HOSPITAL OF BROOI
Requesting Location iT0.05‘1 |@ — T251 CLIMN RESEARCH UH B5-451

Reqguested Delivery Date & A dd vy

Priority
Deliver To

Commodity Code

[ 5

[}

15 -Deiall Frofile: 3 Accounting i User Fislds J Comments
Requester train2
train2

Requisition

Creation Date

Requisition Status

Reference Mumber

Requisition Description |

Company
Requesting Loca
Reqguested Delivd

Priority

0011
ion  [Taos1 @

Y Date ltljr mmddd/ vy

[ &

UNINVERSITY HOSPITAL OF BROOCH
TQ51 CLIN RESEARCH UH B5-451

Defliver To

Commodity Code

[}

| >

To start a shopping session for this requesting location, return to the Find / Shop menu

option and select Template. Note: you can only select and order for one Requesting
Location per Requisition.
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B. ExpressOrder
Note: All required fields are in bold and end with an asterisk (*).

Express Order is used when you know the Lawson numbers of the items you want to

order.
- http:H/lawdey. downstate.eduf - Requisition Center - Windows Internet Explorer |Z]@|z|
LAWSSN s B

Express Order
Sl Detal Frofile. | Accounting SeaTTirtataioy

Special / Service

Categories

Refuester ivasquet
VAN VASQUETELLES

1'—-Select the Express Order option by clicking it.

— 2. Intheltem* field, enter the Lawson number of the item you want to order.

3. Select the find button to pull up the description and unit of measure.

Add a known item number to the requisition

v
Ttem 1100000 | [Find |[Add

Description DSG TRAMS TEGADERM 2 3/8X 2.75
100 EA/BX 4 BX/CA [1624W)

Wﬁ

Uam CA

Entry Code Hem

5. Click the Add button to add the item to your shopping cart.
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6. After you have selected the Add button Express Order Form will be cleared out, so that
you may order another item if needed.

7. Once order has been completed select the rel ease button to rel ease the order

= http:fflawdev. downstate.eduf - Requisition Center - Windows Internet Explorer E] |

LAWS@N
%

isiti 48157

Add a item ber to the requisition [ P ciomate Ji
100000

: ] [ DsG TRANS TEGADERM 2 2 o e
Ttem ‘ | ‘ 38X 2.75 = SR
Description
Quantity 1
UoM

Entry Code Tem

Total Quantity: 1
TotalCost:  _USDS20700 I
Humber of Lines| i

[Clear] l Release

2 Lawson Self-Service Message -- Webpage Dialog

,\a Mon Dec 8 17:04:57 EST 2014
483167 Reguisition has been succezsfully submitted.

Status: Processed
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C. Search Catalog
Note: All required fields arein bold and end with an asterisk (*).

Use Sear ch Catalog to look for a Lawson number by any one of various search criteria’s
such as manufacturer number, vendor number, description, etc.
& http:/ilawdev. downstate.eduf - Requisition Center. - Windows Internet Explorer |:l@lz|

Logout

LAWS:N == I TS T
| Template

o ey Search C““‘B
e

Categories

Requester ivasquet

VAN VASQUETELLES

I—Select the Search Catalog option by clicking it.
2. Inthe empty field under the Sear ch tab, enter the data you want to search form— |
3. Click the Sear ch button to obtain results,

4. Adjust the quantity in the Quantity* field for any item(s) you would like to order.

& http: flawdey. downstate.eduf - Requisition Center - Windows Internet Explorer

LAWSSN IEIEEETEETY

-~ Requisition: 45183

Search for Inventory, Non Stock or Ve
|‘H}DDD1 | [ Search ]

r Agreement Special Items

" g Ttem Quantity Cost

A
L 3

[ add alshown |fl Add Sdected |

¥ = Nonstock itam st your From Location  v% = Stock item at your From Locstion

|' Action Quantity Ttem Description UOM Cost Available
100001 TAPE DURAPORE

— 100001 11H¥1.5YD -
v |_I !: ferel i = e TUHORLBX 3fCA el ey
Number: 15385-1 (15385-1) |

5. Add the item(s) to your shopping cart using one of the three methods available:
= Click the Add All Shown button to add all items from the listing to the cart;

= Click in the check boxes of the items you want to add, and click the|/Add Selected
checked button to add only the checked items to your shopping cart;

= Click thg Add|button alongside of each item you want added to your cart.
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6. Once order has been completed select the rel ease button to rel ease the order.

{- http:/flawdev. downstate.eduf - Requisition Center, - Windows Internet Explorer E][E|[z|
Logout
LAWSSN I i s e
,.

Requisition: 45168

Search for Inventory, Non Stock or Vendor Agreement Special Items

|15335-1 | [Search ] i 100001 1 102.6400 USD 1,
TAPE DURAPORE 1INX1.5YD CA 02,6400 =
Add &l Shown

v’ = Nonstock jtem at your From Location ¥+ = Stock item at your From Location

|" Artion Quantity Item Description UOM Cost Available |
it TAPE DURAPORE
1 % 5
Ov it Manufacturer Cade: 3M, ;,I-.Pé',;lll;-gins;!-s CA  102.6400
Number: 15385-1 -'_“iésg-l'l A

Total Quantity: 1
Total Cost: USD 102.6400
Humber of Lines: 1

[Clear] [ Release ]

/A Lawson Self-Service Message -- Webpage Dialog

"-\i;) Mon Dec 8 17:33:41 EST 2014

48168; Requisition has been successfully submitted.

Status: Proces=zed
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D. Special Items
Note: All required fields arein bold and end with an asterisk (*).

*** NOTE —Prior to starting the shopping process, you must deter mineif the goodsto be
ordered are“Bill Only” items. Bill Only items are goods that have been delivered directly
to the Healthcar e system by a salesrep, been consumed and now requiretheissuance of a
Purchase for payment only. If the order qualifies as such, follow the specific stepsfor
vendor entry below.

Use the Special / Service option to order items which have been searched for but are not
yet in Lawson. Anitemisaspecial, or X, itemif it isany tangible item that will need to
be received by the workers in the receiving dock. For example, a stent, boxes of catheters
or case of gloves are tangible items that would need to be received.

Note: If the special, or X, itemyou are ordering will need to be ordered again, please
submit the item information to your buyer. Always perform an item search through the
Search Catalog option detailed in the previous section of this manual before entering a
special item.

r hitp:{/lawdey. downstate.edu/ - Requisition Center, - Windows Internet Explorer

?

L AWS‘@N l'ﬂdlﬁw ' Profile Welcome IVAN VASQUETELLES

Template

Express Order

Requester ivasqguet
VAN VASQUETELLES

1'-Select the Special / Service option by clicking it
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(= http:#/lawdey, downstate.eduf - Requisition Center - Windows Internet Explarer

Logout

AWS@N i
-

e Reguisition: 45163
" e o
Ttem s | . ) =

Description

=== No Items -

Ttem Type Spacil v

Quartty [ ]
oM I
ot ]
Cogt Default Vendor ‘:@
Purchase From E@

Currency Code :\Q

Distribution Company | 0011 - UNIVERSITY HOSPITAL OF BROOKLY ¥

Accounting Unit @

Account D@]

Sub Account Ij@

Activity :\@

Account Category I:’ﬂ 1
Asset Code \:\Q

Asset Template I:’@ Toel Quntiy. 0
Major Purchase Class ‘jm 'T:::::LE “9”:

Minar Purchase Class | (G
Ij@ v New LAEd rl

2. Sincethisitemisnot set up in the system, it is necessary to enter as much information
about the item as possible.
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3. Information should be entered in the following fields (* = Required):

Item * |

Description

Iterm Type * ' Special |¥| Defaulted
Quantity

LTI # | I

Cost % .

Cost Default Vendor * | | 2

Purchase From # . |7 =

=5

Currency Code i
Distribution Corrpany & | 0011 - UNIVERSITY HOSPITAL OF EROOKLY [v| Defaulted
Accounting Unit = 135132602 |fy Defaulted

ACcount # _ ["_ui

Sub Account & [ @

Artivity _ B
Account Category _. | £l

Asset Code [11

teset Template _M
Major Purchase Class 2
Minor Purchase Class | i

Requested Delivery Date 4] mf-nfddfww :
. &

4. For defaulted values, use the values that Lawson has defaulted from the setup.
5. Follow these stepsfor all other fields (example):
a. Item— Enter the Vendor Part Number
b. Description — Enter a general to specific description in the Description field
(character maximum)
c. Item Type— Special (leave the default)
d. Quantity — Enter the quantity in the Unit of Measure to follow
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e. Unit Of Measure — Enter the SUNY standard 2 character Unit of Measure. If you
are unsure of the right abbreviation, click the drop down menu button and select
from thelist.

"y
= http:/flawdev. downstate.eduf - Lawson Drill - Windows Internet Explorer __|
MNext i
= -~
Search Field |UOM ~ Method | Equals (fastest) | Value | | [ Search ] il
Valid Units of Measure

uoM Descriptio

AM AMEOULE

AS ASSORTMENT

AY ASSEMBLY

Ba BALE

ED EUNDLE

EE EOQARD FEET

EG EaG

BI BAR

BK ECQOK

BM BOLT

BO EOTTLE

BR BARREL

BU EUSHEL

BX BOX

I [+ CASE I
A peryy AP SULE

cE CUBIC FEET

falc] CARD

ot COME

CL CYLINDER

=L} CEMTIMETER b
1l | B8
—

Click “CA” to select the Unit of Measure for Case or you can also search two
different ways.

1.) By selecting thé Next buttonjon the top right hand side.

2.) By entering a value within the|Vaue field which will search on the
UOM or Description field.

ﬂ; http: Hlawdev. downstate.eduf - Lawson Drill - Windows Internet Explorer

Search Field | UOM ¥ | |Method |Equals (fastest) Value| | [Search]
Reecis Valid Units of Measure
|Description |

Uom |C.-"5"~

f. Cost - Enter the Cost for the item (and unit of measure)
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g. Cost Default Vendor — Enter the Vendor Code or select from the drop down
menu:

Cost Default Wendor | %

Active Wendors By Marme *-—-—
Active Wendors By Murnber

Active Vendors By Class
P2 Vendors By Nurmber
P Add Inactive Wendaors

Click the Active Vendors By Name link

Il@lll lll@llll[ﬂ]llllllE]l[E]llllllll

St Field | Name md Beqgins with (fast) V Yalue \ |
Active Vendors By Name

[ Name Number City St/Prov Postal Code
i 1}

3M HEALTHCARE ¢/

‘ 4 IMPRINT INC 100030 OSHKOSH Wi 54901

00020 MEWTON M

A& L SCIENTIFIC 100040 BROOKLYN i} 11203

BB

‘ AT FRIEDMAN 100050 HEMS YORK Jiig 10011
L

Select from the display, click anumber or letter button to advance to thoée pages or
enter avalue for search. Click in the Name field when the vendor is found

h. Purchase From — Enter the Vendor Purchase From code or select from the list
following the same procedurein g.

i. ** NOTE Regarding Bill Only requests and vendors** If the item can be
classified as Bill Only and the requester has identified the Vendor as an EFAX or
EDI vendor, they must enter “PUR1” as the Purchase From identifier. Using this
code insures that the Purchase Order created from this requisition is not
inadvertently communicated electronically to the vendor — causing a double
shipment.

. Distribution Company — Leave Default value

k. Accounting Unit — Leave Default or enter a new value
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[.  Account — Enter avalue of select from Drop Down:

Account I'E‘

‘2 http://lawdev. downstate.edu - Lawson Drill = Mic

Active Detail Accounts

Chart of Accounts \

Click Active Detail Accounts

::"' | hittp:fflawdev. downstate.edu - Lawson Drill - Microsoft Internet Cxplorer provided by Lawson

Search Field | Account |*|  method >='-v\3 vae |
Active Detail Accounts

Description

532000 DRESSINGS & BAMDAGES

532000 MELICAL / SURGICAL SUPPLIES

S37500 DRUGS-MERVOUS-SVSTEM

532500 6925 DRUGS-SKIN, MUCOLUS & MEMBRANE
| 532500 £935 DRUGS-ELECTROLYTIC

Click on avalu_efrom the list or search for the value. Note the Account and Sub
Account relationships and try to select the correct combination
m. Sub Account — Should default from Account entry in k.
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6. Onceall the required information is entered, click the “Add” button to Add the item to

the Shopping Cart.
f F )
Ttem 12345-123 [l
W{Erimiﬂﬂ ITEM TEST SPECIFIC 123
Item Type .S._pe&i-a-l "l
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iisition: 48165

Logoi

LAWS. N I I
AT

Ttem

Description

Tem Type

Quantity

uom

Cost

Cost Default Vendar
Purchase From
Currency Code
Distribution Company
Accounting Unit
Account

Sub Account
Activity

Account Category
Asset Code

Asset Template

Major Purchase Class

Minor Purchase Class

ITEM TEST SPECIFIC 123

EA &
R
101320 @

Pﬁ%_lﬁ BAXTER HEALTHCARE CORPORA
[
| 0011 - UNIVERSITY HOSPITAL OF BROOCKLY Vl
EEE LI
1012 |@
“
|&
[—
12}
2]
[

3

v

Ttem Quantity Cost
f izsssizs 1.00 0.1000 USD 4y
TTEM TEST SPECIFIC 123 EA 0.1000
Total Quantity: 1.00
Total Cost: USD 0.1000
Humber of Lines: 1
Clear | | Print| | Release

order statistics.

The item has now been added to the Shopping Cart. Note the Order number and the

To order another item, click Specials/ Service option under the Find / Shop menu.

Repeat the above steps until all required items are added to the Shopping Cart

the order

Page 42 of 53

BUSINESS APPLICATIONS GROUP

When al items are added to the Shopping Cart, move over to the cart areato complete



SUNY DOWNSTATE MEDICAL
LAWSON 9.0 PORTAL - REQUSISTION CENTER (RQC) SHOPPING

10. Once order has been completed select the release button to release the order.

{= http:Hlawdev. downstate.eduf - Requisition Center - Windows Internet Explorer

Logout

LAWS@N
w7

Tem [12345-123 ‘

Description ITEM TEST SPECIFIC 123 ‘ﬁ! sz Lo odmmlsd g
CIFIC 12 . 0.1000

2%

Ttem Quantity Cost ‘
)

Ttem Type | Special V‘
Quantity 1
UoM EA 2

Cost
Cost Default Vendor 101320 ]
Purchase From PUR1 |3 BAXTER HEALTHCARE CORPORA

Currency Code l:l@

Distribution Company | 0011 - UNIVERSITY HOSPITAL OF BROOKLY Vl

Accounting Unit @I@

Account Eei

Sub Account @@

Account Category :’g T
Asset Code l:l@

Asset Template I:@ Total Quantity: 56
Major Purchase Class :@ ;:i:::?m "“"‘l‘-""’“

Minor Purchase Class 7] @

2 Lawson Self-Service Message -- Webpage Dialog

,\:il;) Mon Dec 8 19:20:04 EST 2014
48169: Reguisition has been successfully submitted.

Status: Processed

Page 43 of 53 BUSINESS APPLICATIONS GROUP



SUNY DOWNSTATE MEDICAL
LAWSON 9.0 PORTAL - REQUSISTION CENTER (RQC) SHOPPING

V. Requisition Inquiry

Requisition I nquiry:

The Order Inquiry function allows requesters to look at information specific to their requisitions.
This information might include approval status, purchase or issue status, checkout status, etc.
Inquiries can be entered for individua requisitions or for all requester requisitions. Requisitions
that have been released can be opened for additional processing. An existing requisition can also
be selected and copled from the Inquiry screen.

Lime: Irguiny I

{E} Reguisition Q Drescription D Reference Mumber D Regusesting Location

Il | Search ]
o nrelessed Me=ds Approwval Rejected Processed Tlosed In Process

: 38

Inquire on an existing requisition

1. ThelInquiry window provides many ways to search for your orders. Y ou could search for
an individual order or al orders. You could search for al unreleased orders, all closed

orders, etc.
2. Theeasiest method to useis simply to leave the Search Window blank and click the

Search Button.
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Requistion Inquiry. Ling: Inguiry |

@ Reguisticn 'C}' Drescripticn 'f:!' Reference Number C}' Requesting Location

| | Search ]

Unrelezsad Needs Approval Rejacted Processed Closad In Process

Reguisition Requesting Location Value Priority Delivery Date Status Creation Date
iy | 23148 TQOS1 0.00 USD O Unrelessed 06/16/2012 '}
23147  M1S0A 188.32 USD O Unreleased 06/15/20t2 i
23146 M1304 188. 3L Processed 06/15/20tz2 &
3144  M190A 21,62 USD O Processed 06/15/2012

(N P

The Inquiry screen lists your orders in descending order. It displays order number (in blue),
Requesting Location, total order cost, order status and order date. Order Status key:
1. “Processed’ orders are waiting additional processing within either the Inventory Control
or Purchase Order systems.
2. “Closed” orders have already completed this processing.
3. “Unreleased” orders are still open to the Requester to maintenance.
4. "Needs Approva” status orders have been Checked Out but still require an additional
level of approval before they can move on for processing.
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- Reguisition Inquiry. Line Ingquiry |

@ Requisition O Drascription 'f:_:‘ Reference Mumber O Requesting Locstion

[ [ Search ]

Unrelessad Mesds Approwal Reject=d Process=sd Closed In Procsss

Requisition Requesting Location Value Priority Delivery Date Status Creation Date 'l

23148 TaS51 .00 uso o Unreleasad 06/16/2012 &) ﬁ
MiS0a 1 9 uso o Unreleased 06/15/ 1 L=l @
M190A 1 . uso o F 182012 Processed 06/15/ - LAl

M190A uso o Processed 06/15/ - LAl

To work with aspecific order in the Inquiry window, you have three options: Copy the order,
View the order or Inquire on the order.

Inquireon an Order:
1. Most Requesters will use the Inquiry process to check on the status of their orders.
2. Toinquire on the order, click the order number (in blue).
3. RQC opensaDrill Window and displays order information. Options highlighted in blue
can be clicked and reviewed

2 hittp:/lawdey. downstate.edu = Lawson Drilli- MICrosoft Internet Explorer provided by Lawson e s .

=Sders on Internal Documents

Comments to Print on Requisitions
Comments to Print on Purchase Ordars
Comments to Print on Purchase Crders as Trailer Comments
Comrments to Print on Pick Lists
Comrments to Print on Delivery Tickets
Comrments to Print on Receiving Docurments
Requisition Header Display Only Comments
Requisition Header Attachrments
Bill To Address to Print on Purchase Orders

= s

Reguisition Lines

4. Notethat only two options are highlighted in blue: Requisition Header Detail and
Requisition Lines. Clicking on either of these links will open additional drill windows
with more information.
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5. To Assess The Purchase Status of an Order:
a. Click the Requisition Lines link (from above)

|E, hitkp: flaveder. downstate, edufrocfwebappjs bl drill. htm w. |

Search Field :Line V: Method Ir: VI Value | [ [Search]

Requisition Lines

|' ; Line Ttem Quantity oM Unit Cost i '|

| \ ‘_2?131\M/ = — |

In the Requisition Lines Window, note that you have many different fields that you can
drill on. Any field that is highlighted in blueis drillable.
b. To find Purchase Order Detail for thisline, click the Line Number (1)

"3 http://lawdsv. downstate.edu - Lawson Drill - Microsoft Internet Explorer provided by Lawson e ]

Reguisition Line Detail

Comrments to Print on Internal Docurnents
Comments o Print on Delivery Tickets
Cormrnents to Print on Requisitions
Comrments to Print on Purchaze Orders
Comrments to Print on Pick Lists
Comments to Print on Receivers
Requisition Line Display Only Commments
Invoice Comments

Reguisition Header

Fiequisition Header Detail
Purchase Order Information ‘-\-
Line GL Distributions

c. Inthe Line Detail window, click thelink for Purchase Order Information

|;§; hitkp: {flavdery, downstate. edufrocfwebappis himlfdrill, htm

{= Lawson Drill - Windows Internet Explorer |:]|E”z]
%

Search Field :Vendor V Method r_EquaIS (fastest) v  Value | | [Search]

Purchase Order Information

|' f Vendor PO Humber Release PO Code Line Mo. i '|

| ‘e |

d. Purchase order information is displayed. Note that you could drill further into the
Vendor, PO Number or Line Number (to get due date, receipt date, etc.).

e. Toreturn to the Inquiry window, click the X to exit or click the Back Button until
you are back at the main window.
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Viewing an Order:

“Requstion Inqury TN

@ Reguisticn {:‘ Drescription {:} Reference Mumber 'C? Reguesting Location

| | Search |
Unrelezsed MNesds Approval Rejected Processed Closad In Process

Requisition Requesting Location Value Priority Delivery Date Status Creation Date

23148 TO051 0.00 uUsDa Unrelessed D6/16/2012 i ﬁ’

M130A 188.33 USD O Unreleased 06/15/2012 '} E

M130A 188.33 USD O 06/ 18/2012 Processed 06/15/2012 &

| Mig0A 21.62 USD O Processed 06/15/201z2 i

1. At theInquiry window, click the View Button next to the order you want to review (for
order 23144).
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- Requisition Center - Windows Internet Explorer

i \éag‘ http: i flavwdey downstate, edufrge fhkmlfindes. htm

B

LAWS@N

a5y e e v

Logout

Detail Profle | Accounting l User Fields. | Commenis |

Requester trainZ

train2
Requisition 23144
Creation Date 06/16/2012
Requisition Statufs Processed

Reference Numbpr
Reguisition Desciption
Company 0011
Requesting Locafjon 11904
Requested Delivgry Date

Priority 0o

Deliver To

Commaodity Codd

UNIVERSITY HOSPITAL OF BROO
MAIN-EMERGENCY SERVICES

4

>

Ttem Quantity Cost |

127131 i

= v
7IDEHT INSERT ADULT Lo 21.6200 " ‘

Total . 1
Total USD 21.6200
Numbe: 1

:

2. Information for Requisition 23144 is displayed. Note that even though this appearsto
look like a standard requisition, there are some differences. Y ou can’'t add anything to
this order nor can you change any of the entered information.

3. Also note the Action Buttons in the Shopping Cart. Y ou can only Print the information or

click to start anew order.
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Copy an Order:

Action Requisition Requesting Location Value Priority Delivery Date Status Creation Date
11904 188.23 UsSD O Unrelessed 06/15/2012
1904 188.23 UsSD O 068/18/2012 Processed 06/15/2012

S04 21.62° UsSDO Processed 0O06/15/2012 i

1. Tocopy from an existing order, click the Copy Button next to the order you want to
duplicate. The Copy mode allows you to duplicate all or part of an existing order. Once
created, you may perform additional actions on the order prior to releasing.
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] @ Reguistion 'C:' Description 'C:' Reference Mumber 'C:' Reguesting Location

Unreleased MNesds Approval Rejected Processed Closed In Process

Select information to copy
Requisition: 23146

| CheckAll || UncheckAll |

Header Copy Options
Comments

User Fieldz ]

Line Copy Options
Distributions ]

Comments Fl
User Fields ]
[

Izer Analysis

(Gopr)e—

2. Click the Check All Button and then click the Copy Button.
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Logout
LAWSsN EESRETEETE Welcome train2 7
=il Detail Profils l Accourting ! User Figlds F Comments |
f Ttem Quantity Cost
Requester train2 ekl 43 400 USD
d @ crUTCHES ALUM YTH/IR ;R E2:3300 USDegy
train2 A'5"-52" = S
Lot 2.5400 USD
Requisition 23149 @ cruTcHES ALUM ADULT 5'2"- §R L:‘i_'m el ]
Creation Date 06/16/2012 iy
e 2 22,6100 USD 4
Requisition Status Unreleased o LI\:ITGE'[LIZER KNEE FOAM 24" £ s 2o i
i 127142
= _ R 10.8700 USD 4
Reference Number ! m} [SI:LIHT FINGER STRIP 3/4X18 e Fptithoe Bl
127157 = =
Requisition Description | T AIRWAY NASOPHARYH LTEX gy AFAB0DUSD
ST 32FR == S
Company 0011 UNIVERSITY HOSPITAL OF BROOH
Requesting Location 11904 IMAIN-EMERGENCY SERVICES
Requested Delivery Dafe ||'ﬂ mm/ dd/yyyy
Priority b
Deliver To Department Direct |
Commadity Code ‘ 1]
Total Quantity: 11
Total Cost: USD 188.3300
Humber of Lines: 5
& > MNew [C\ear] [ Release
—

3. RQC creates anew order (23149) that isidentical to 23146.

4. At thispoint, the Requester can click Release to process the order, they can click New to
save it or they can click the Find / Shop option to select additional items off of their
Template List.
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Exiting ROC:

f ~Requisition Center - Windows Internet Explorer - J_||F”?|
@ http fflavidey . downstate. edufrgc/htmifindss:, htm

{ ogout
LAWSEN Iz
/—

3143

On the RQC Header, locate the Logout link at the top right and click it. You can also exit RQC
by clicking the red X box in the upper right hand corner.

Page 53 of 53 BUSINESS APPLICATIONS GROUP



