
ADD TABS TO

INFOR LAWSON

WEB REQUISITION MENU

FOR EASE IN USER 
ACCESS



1. Click on “User Preferences” or “User Options”

2. Click on “Tab Groups”

3. Click on the “+” in the left box

4. Enter “SHOPPING” and click “OK”

5. Click on the “+” in the right box

6. Click on “Next” 

7. Enter this link:
https://lawsondb.upstate.edu/rqc/html/index.htm

8. Click on “Next”, then
“Save” 

9. Click “OK” in the top
left of the screen

How to Add the “Shopping” Tab

https://lawsondb.upstate.edu/rqc/html/index.htm


How to add the “Req Order Status” Tab

1. Click on “User Preferences” under “General”

2. Click on “Tab Groups”

3. Click on the “+” in the left box

4. Enter “REQ ORDER STATUS” and click “OK”

5. Click on the “+” in the right box

6. Click on “Token” 

7. Click on the “System code” drop down

8. Click on “RQ”

9. Scroll down and 
click on “RQ44.1”

10. Click “Save” 

11. Click “OK” in the
top left of the 
screen



11.  Click on the “+” in the right box

12.  Click on “Token” 

13.  Click on the “System code” drop down

14.   Click on “PO”

15.   Scroll down and 
click on “PO64.1”

16. Click “Save” 

17.  Click “OK” in the top
left of the screen

How to add the “Req Order Status” Tab (cont)



How to add the “My Req List” Tab

1. Click on “User Preferences” or User Options”

2. Click on “Tab Groups”

3. Click on the “+” in the left box

4. Enter “MY REQ LIST” and click “OK”

5. Click on the “+” in the right box

6. Click on “Next” 

7. Enter this link:
https://lawsondb.upstate.edu/rqc/html/reqStatus.htm

8. Click on “Next”, then
“Save” 

9. Click “OK” in the top
left of the screen

https://lawsondb.upstate.edu/rqc/html/index.htm


1. Click on “User Preferences” or User Options”

2. Click on “Tab Groups”

3. Click on the “+” in the left box

4. Enter “MMW CATALOG” and click “OK”

5. Click on the “+” in the right box

6. Click on “Next” 

7. Enter this link:
https://lawsondb.upstate.edu/lawson/portal/MMW_Catalog.pdf

8. Click on “Next”, then
“Save” 

9. Click on “OK” at the top
left of the screen 

How to Add the “MMW Catalog” Tab

https://lawsondb.upstate.edu/lawson/portal/MMW_Catalog.pdf


How to Move “Tab Groups” to the Top of the Menu

1. Click on “User Preferences” or User Options”

2. Click on the “Navigation” tab

3. Highlight “Tab Groups”

4. Click on the “ Up   ” until it appears at the top

5. Click “OK”.  The “Tab Groups” should appear

at the top of the menu on the left.


