
HOW TO ORDER 
SPECIAL/SERVICE ITEMS 

IN LAWSON 
WEB RQC
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1-Enter Requesting Location (if not defaulted)

2-Enter From Location – RECV or CG

3-Click on Special/Service



10

Enter the following quote

information Into the

requisition by following the

corresponding numbers



4-Enter Manufacturer or vendor 

item number in Item

5-Enter Description (the more 

detail the better)

6-Item Type = Special or Service 

(Special is an item to be received a 

Service is not received)

7-Quantity

8-Unit of Measure (UOM)

9-Cost (If unknown enter $1.00)

10-Cost Default Vendor = Search 

for vendor by clicking on the 

magnifying glass and follow the 

steps on the next slide.(If unknown 

enter 99)
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11-Account-**Not the cost 

center** 643200 for medical 

supplies, 653001 for non-medical 

supplies (unless otherwise 

Defaulted)

12-Click Add

Repeat steps for each 

special/service on requisition
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13 & 14 – Click on the Profile tab to get back to the

Basic tab

15 – The Upload Image link will take you to the

Application to upload the quote
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16 – Click on Attach

17 – Click on Choose File

18 – Click on Save

19 – Document will appear below Notes and Attachments
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20 – Click on Release




