
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).   
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Click the View/Upload Documents button to add an 

attachment. 
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The “Attach It” pop up appears. 
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The “Title” field is optional.   

Click on Browse to add the attachment. 
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Attach a file as you would attach it to an email.  

(Select the file then click Open.) 
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Click on Upload to attach to the requisition.   

 
After a moment, the screen will display the attachments. 
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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. 
 

 


