Adding Attachments to Requisitions

You can now add documents to a requisition in a similar manner to adding attachments to an email.

How to add an attachment to RSS Requisitions:

When you log into Lawson RSS (Shopping) you will see a new button on the Profile page (First screen of a new req).

1
Click the View/Upload Documents button to add an
attachment.

w Detail Prafile Drap Ship Accounting User Fields Comments
Requester MUSERSS
REQUESTER ALL LOCATIONS
Order 1524374
Creation Datz 02/26/2010
Requisition Status Draft
Reference Murmber I
Requisition Description I
Compary 0001 MEMORIAL HEALTHCARE SYSTEd
Requesting Location 95540 MSS - PURCHASING - MIRAMAR
Requested Delivery Date I Iy o ddf wyyy
Priority INUrrnaI -
Celwer Ta IKat ¥7B5455
View/Upload Documents |_‘
4 | | » l

2
The “Attach It” pop up appears.
? 3 -- web Page Dialog ilil
Attach It
|
Company :1

Requisition : 1524374
Title :

| Browse

No Attachments (Refresh)
Click Browse to find the attachment (fle type Adobe FOF only), and then click Upload.
Repeat untl finished, and then click Close
Help

|http :Mflawdwl. mhs.net: 51 /Filelpload{mainModalDialog. html7fld1=18&f |° Internet

3 4
The “Title” field is optional. Attach a file as you would attach it to an email.
Click on Browse to add the attachment. (Select the file then click Open.)
Title : (]
Look in: [ () My Documents = ==
| Brawse. h g:iﬁ::?:hantnm Receipts
!?s—‘ My Data Sources
i |20y Mestings
[
Deskiop {My Shapes
olympus_Ffiles
. & SharePairt Drafts
| )Snaglt Catalog
Mp Documents
‘ SCreens
0]
File name: [2nd O 2008 MasterBidLis ] Open
Files of type: [0 Fites ) = Cancel
5 6

Click on Upload to attach to the requisition.

CADocuments and Settingsikvilaiidy Ducum| EBrowse...

Upluaw Close |

No Attachments (Refresh)
Click Browse to find the attachment (file type Adobe POF only), and then click Upload.
Repeat untl finished, and then click Close
Help

After a moment, the screen will display the attachments.

ChDocuments and Setlingshkilaivy Docum| Browse..

(Refresh)

Attachments

1-1524374-100226140632 zz.xls _Open | | Delete |
To return to the requisition, Click Close.
To add another attachment, Click Browse.
To delete an attachment, Click Delete.

To check on the attachment, Click Open.




