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ATTENTION LAWSON USERS!! 

GOT QUESTIONS? 

LawsonAssist@upstate.edu     Vocera – Lawson Assistance 

 
Do you like using a shopping list? 

 
Lawson offers templates that provide a list of items frequently requested. 

 

   
 

Send an email to LawsonAssist if you would like one made for you! 
 

Include your “requesting location” and account number. 
 
 
 

mailto:LawsonAssist@upstate.


 
The item being ordered has a Lawson number assigned, why doesn’t the unit price default? 
 
Prior to assigning a Lawson number the item was purchased as a “Special” (Lawson 
item types I, N, X, S – see Lawson Par-Adigm, 7/1/2022, Issue 2).  By assigning a Lawson 
number, the item type changes to “N” and the first order sets the default price.  Be 
sure to attach the quote to the first order as well. 
 

 
 

Click on the Lawson#.  Enter the price per unit.  Click on “Change” to save. 

 

 

 

The requisition can now be released.   

Error Click on Item# 

Enter price per unit 

Click Change to save 



Featured Form 

  PO58 – Receipt Inquiry 

Use Receipt Inquiry (PO58.1) to inquire on the receipt status of PO#. Enter “Company 9000” and PO# 

and click on “Inquire”.  This will launch a sub form (PO58.2) that will show receipt date and quantity.  

If not received, contact Hospital Purchasing (464-6039).  If received in Lawson but not delivered, 

contact Receiving (UH 464-5300, CG 492-5674).   

 

 

 

 

 

 

 

 

 

 

 

 

“How do I find the PO#?”   

Launch form RQ44, enter the “Company” and “Requisition number” and click 

“Inquire” (Featured Form RQ44 - Requisition Inquiry - see Lawson Par-Adigm, 7/1/2022, Issue 2) 

Company 

Purchase Order # 

Receipt Date 

Quantity Received 


