RQ44
Getting into RQ44 ....... log on to Lawson. From here you will see a “search box” located at the top right
corner, under your name. Enter RQ44 in the box and press enter. (yes, this is the only place that if you press
enter it will work).
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You will need to enter into company “10”, and then for requisition the number that you are inquiring on.
This is an example of a Requisition that is “Processed” and has a “Processed” item [Line 1] and several
“Closed” items [Lines 2- 6]. Use PageDown to see additional items [see lower left hand corner].
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Right click in the box on SC Line 1, then left click on [Drill Around] to see Shipment Lines for this
PROCESSED item that has NOT been delivered. You will need to click on the “plus symbol” to open the
folder. You can also click on Demand Report to see if there are any backorders. Please use close button on
top left of dialog box to close out this section only.
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Right click on SC Line 2 [Drill Around] to see Shipment Lines for this CLOSED item that has been delivered.
Click the yellow folder marked Shipment Lines, which will open other items. Now click on the note/paper
icon that is labeled Shipment line status. This will give you the latest info on this item.
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Right click in the Requisition number box, to open “drill around”, then proceed to
Requisition Header Display Only Comments — shows you the approval process. (again use the plus symbol to
expand the folder) By clicking on the notes/paper icon you can see all info pertaining to the approval process.
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This is an example of an Unreleased requisition. When you make necessary changes to your requisition and
it is Unreleased, you will need to Release it back for the approval process to continue. Use the Pull Down
Menu where it says Inquire and you will have many options including Release. Pull down Release and then
click on Release. Then the “Release” button will appear, now click it. The Status will then show Needs
Approval.
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RQ10

Getting into RQ10 ....... log on to Lawson. From here you will see a “search box” located at the top right
corner, under your name. Enter RQ10 in the box and press enter. (yes, this is the only place that if you press
enter it will work).
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This is an example of a requisition that Has Comments. First click on the tab “lines”, then in the bottom
section labeled “line detail” you will see the button “Has Comments”. If the button is white, then you have
comments and can go into this field by clicking on the button. Then click on the yellow folders until you find
the correct folder that has a comment in it. Once you see a comment, click on the paper/note to read the
comment.
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When accounting needs to be changed, you need to do it in both the Header field and by lines. Selecting the
“Lines” tab, you will see your lines, and from here can make the necessary changes. to make the change to
line 1, first put a “C” in the FC section, then go to the accounting field and enter the correct accounting. Once
you have done that then click the blue “change” button at the top of the page. This line will now be changed.
Please repeat these steps for each line that needs to be changed.
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This is the other area where accounting needs to be changed Click on the “Miscellaneous” tab and you will
see all the default accounting that was entered in the beginning(if ASB, Capital or any other fund other than
General, this should be blank). First, change the accounting in the field boxes and then click on the blue
“Change” button at the top of page. Make sure that you are seeing the notes that correspond to the changes
complete at the bottom of the page (located on the status bar) This will insure that you are making the correct
changes and everything is taking before you release the RQ.
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