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What is Lawson Requisition Center
(RQC)
« RQC means Requisition Center
* The requisition center application allows you to

— create requests for purchases

— check status of requisition through the entire process

* Request is auto-routed for approval. Approver
receives an email when the order is in their in-
basket to approve
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Procurement Process with RQC
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Ordering through RQC
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Accessing Requisition Center - Shopping

« Navigate to Lawson via
the health system links
page on 24/7 and log into
Lawson

=

" Inbasket

Jobs and Reports

Requisition Center Utilities
Pay Requester Templates Useful Information
° < I | C k B O O kl I l arks Manage Subscrip  Line Status Hotkeys Help
Manage your navigal ent

Manage User Opi

— Requisition Center

Username Looku

« Shopping Lookupusemane O
5


http://intranet.kumed.com/workplace-support/hospital-links/
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RQC Profile

Bookmarks -
I RQC
* Log Into Lawson *
Home Profile Inguire Template Search Catalog Express Order Special f Service
[ ‘ I I C k O n th e P rOfI I e tab @ Detail Profle  Accounting  UserFields  Commen ts
Requester 140538 Theriot, Diana

Requisition

o The PrOfi |e displays: Creation Date
« Requester Number
¢ R e q u eSte r N am e R;::;I::?:;?D:IE::I: 0010 Univ of KS Hosp Authority

Requesting Location | 99100 | GREAT BEND

« Default Requesting Company ... —

° DefaUIt Request|ng LOCatlon Delz:t:ri_t'; Normal

Commodity Code

*Your requesting location determines the approval string for
your requisition
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RQC Detail Profile

* Click on the Detail Profile P

« The Detall Profile displays RO Requsiton: 1073550
B DefaUIt From Company (10) Basic Accounfing  UserFields  Comments
—_ DefaUIt From Loca'uon FroT.Con‘péq;- 0010 B Univ of KS Hosp Authority
— PO Code if necessary - —

+ AINIT: 8:30am next day delivery " .

« 2NIT:10:30am next day delivery — cuen cou

 CNSG: Consignment order e =
*Serial numbers/lot numbers -
required . o

« BO: Bill Only order Tax Code

« COPY: Initiates a copy of the """ =~
PO for requester to submit to a Bil Code [Norma -

vendor or start a repair

*PO code must be input prior to
choosing item
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RQC Search Catalog

Bookmarks -
RQC Requisition: 1023330
Home Praofile Ingquire

» Click the Search Catalog tab

Search for Inventory, Non Stock or Vendor Agreement Special Items
Q

Template Search Catalog Express Order Special [ Service

* |n the blank search bar, enter a
Lawson number, description, or ~ coeeee
manufacture number. B

« Click the magnify glass search

.
for your item -
y Quaniiy liem Destription ] Cost Hyalable
35650 GLOVE NTRLOEX 117 PHARMED
4 1 o o 000
g Mamiachrer Gade NUAL Number X-S6L363-18 FHOSEL
o 110
H H - MameichesCade OFF umber WAHT30
* IC e Diue Iviore INK INn the s .
- BT
. - - 4509 1 FULLFINGER NED . S
F PR
item description to see the full ~
WEN GLOVE THERAPY FULL FINGER LG ~ -
H - - - : Wamachre Cade TOTE Noumber [2653363231 FRRR More
tem description for the item +
I e eSC Ip IO O e I e . Manicher Cade UL, Number H-A648 ENIEA Hore -
GLOVE BOXHOLDER WETAL TRPLE
i 00

Mamafschrer Gode: UNID, Mumber 120-T68-3 EMIER
E970 GLOVE SURGICAL FROTEGAITY 75

5 1 P CA 1534800
I Mamgachrer Cade: CARD, Number 2073TPTS CARIPR More
* I C e eX u O n O r 479162 GLOVE PROTECT SURE NTR RER SM . e
Mamiachre Cade ANSE Mumer ST cages Mo - :
1 : 478163 GLOVE PROTECT SURE NTR RERNED e
u 1
n aVI ate to th e n eXt a e If th e Mamiachre Cade ANSE Mumber ST8016 cages Hore d
15135 GLOVE RAD RADIAXON 565 - i
1 . PR Eil
- = Mamiachre Cade UNM, Number IR4B45 FRIEA Wore.
search resulted in multiple - SR A
u p Mamuiachurer Cade: UNID, Kumber KR4S-E PRIPR More
4 GLOVE GLOTH 11 UNK TERRY i
5
Mamiachre Cade HEW, Number 84125 PRIEA Wore
res u S 1916 GLOVE NITRILE WED FF BLLE i
- u N CLREL .
Mamuachrer Cade: FISH, Number 44101M Cartonies Mare
BT GLOVE WE PDMED MESHELK - i
B BT . e
Mamiachrzs Cade PERE. Number (46175540 PRITEA Ware.
B3 GLUVE EEERTRAC FIGR LBALL _ pre)
5 B ;
Mamiachre Cade PERF.Number 1009057 MIER
B0 GLOVE EXERTRAC FUGRFLILGR e
5 . 7
Mamiachrzs Cade PERE. Humbsr (21029140 EMIER
8443 GLOVE WE MESH LG BLK -
PR THN

Mamsches (o PERE Himber (3173657

s Hore
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RQC Otrdering an item

* Under the quantity column, you
can type in the quantity of the e ——
item you would like to order.
— In the description field you will

GLOVE xQ

notice the unit of measure =
Adion fem Destripion ok
. 0 GLOVE NITRIDEX 707 PHAR MED
i y LT
conversion factor J ot o 5 —
LEETL AN ER AUTLIL GLUYE U HULUE A
1 m 1
Mamudachwer Code: OFF], Humber: W3AH130 EMIEA More
143568 ‘GLOVE THERAPY FULL FINGER SM o
M T
Manafachwer Code: TOTE, Number. 022653362217 FRAPR More.
1 H T B 443569 GLOVE THERAPY FULL FINGER MED o
° IC ou can click the + sign P—— o .
1 437 GLOVE THERAPY FULL FINGER LG w0
1*] y g e 4
- - - - Mamufachwes Code: TOTE, Nmber. 122653383251 PRIPR More
th |l add the item d tly t
u -
IS WIII a e Ite Irectly to P
B 448789 ‘GLOVE BOX HOLDER METAL TRIPLE i
Mamgzchres Code: UND, Number 120-TGB-3 ENIEA Hore
O u r Cart 45877 ‘GLOVE SURGICAL PROTEGRITY 75 wa
i . carnen Mo A 50
" Mamufachwes Code: CARD, Number 2075TP7S CARO0PR More
479162 ‘GLOVE PROTECT SURE NTRRER SM - I
d » 1 A i
Manufachwer Code: ANSE, Number ST901S CAHgER Wore - -
B 479163 GLOVE PROTECT SURE NTR RE8R MED e
Mamafachwer Code: ARSE, Number STO9YE CAHBEA Mare
[ ] * B f h A AI I h 81385 ‘GLOVE RAD RADIOON SZ6.5 o
e 4 - - il
Ware 0 e OWn 3 Manufachwes Code: UNM, Mumber XR4365 PRIEA More.
131388 ‘GLOVE RAD RADIKXON SIZE§ o
i I d
1 M . - - Mamufachwer Code: UNID, Number X4 PRIPR More.
if you click this box, it will add : —
] Mamafachwer Code: HEMX, Mumber: J8-22-5 PRAEK More.
B 492146 ‘GLOVE NITRILE MED FF BLLE N wn
I Mamfachwe: Code: FISH, Number 44101M CAO0EA Mare w 3
all items shown on the page to
B e 7
Mamufachwer Cod: PERF, Nmber. 031173540 PRIEA Wore.
B B9 GLOVE EXER TRAC FNGRLGXLL o
Mamufachwer Code: PERF, Number. 051429057 A Mo
" B BI3509 GLOVE EXER TRAC FNGRFLX LG R um
Mamfachwe: Code: PERF, Nomber. 131420040 EAEA Mo "
B3 GLOVEWC MESH LG BLK
T80

PRE More
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RQC Otrdering an item

Once you have added your item it will appear in your cart on the right of the screen. You can
delete the item by clicking the trash can. The total for your order can be found at the bottom of

the screen.

NEW - this will delete your requisition and create a new requisition
CLEAR - this will clear all items from your cart

PRINT — this will allow you to print a copy of your requisition

RELEASE - this will cause your requisition to release where it will then enter the approval

RQC Requisition: 1023331

Home  Profle  Inquire  Template  Search Catalog  EspressOrder  Special / Service

Search

Search for Inventory, Non Stock or Vendor Agreement Special ltems
GLOVE xQ

Add All Shown EEUGEETERED

¥ = Nenstock item st From Location GREND '+ = Stock ifem st From Location GREND
Action Quantity Hlem

B v : 436650

Manufacturer Code: NUAI, Number: X-980365-18
B ; 441841

Manufacturer Code- OFFI, Number: W3AH130
B f 443563

Manufacturer Code: TOTE, Number- 022653383217
® T 443569

Manufacturer Code: TOTE, Number: 022653383224
I ] 443570

Manufacturer Code: TOTE, Number- 022653383231
I ] 447192

Manufacturer Code: ULIN, Number: H-1648
B ] 448769

Manufacturer Code: UNID, Number: 120-TGB-3
® T 458270

Manufacturer Code: CARD, Number: 2D73TP75
B ; 479162

Manufacturer Code: ANSE, Number: 5789015
B ] 479163

Manufacturer Code: ANSE, Number: 5789016
I ] 481385

Manufacturer Code: UNIM, Mumber: XR49-565
B ] 481388

Manufacturer Code: UNID, Number: XR49-8
B ; 483001

Manufacturer Code: HEMK, Number: JB-422-5
B ; 492148

Manufacturer Code: FISH, Number: 44101M
® T 80219279

Manufacturer Code: PERF, Number: 081173640
B ; 803491

Manufacturer Code: PERF, Number: 081029057
I ; 803509

Manufacturer Code: PERF, Number: 081029040
B ] 804432

Manufacturer Gode: PERF. Number 031173657

Description
GLOVE NITRI-DEX 707 PHAR MED
PK25EA More

KANTEK ACRYLIC GLOVE BOX HOLDE
EAMEA More

GLOVE THERAPY FULL FINGER SM
PRHPR More

GLOVE THERAPY FULL FINGER MED
PRHMEA More

GLOVE THERAPY FULL FINGER LG,
PRMPR More

TRIPLE GLOVE HOLDER

EAMEA More
GLOVE BOX HOLDER METAL TRIPLE
EAHEA More

GLOVE SURGICAL PROTEGRITY 7.5
CcA200PR More..

GLOVE PROTECT SURE NTR RER SM
Gar4gea More.

GLOVE PROTECT SURE NTR RER MED
Gar4ea More.

GLOVE RAD RADIAXION SZ 6.5

PRHMEA More

GLOVE RAD RADIAXON SIZE &

PRIPR More

GLOVE GLOTH 11IN UNIV TERRY
PRMEA More

GLOVE NITRILE MED PF BLUE
CAMODOEA More

GLOVE WE PD MED MESH BLK

PRHMEA More
GLOVE EXER TRAG FNGR LG XL L
EAMEA More..

GLOVE EXER TRAG FNGR FLX LG R
EAMEA More

GLOVE WC MESH LG BLK

PRMEA WMore

PR

EA

EA

PR

Requisition Lines

Item

= 436650/
GLOVE NITRI-DEX 707 PHAR MED

Previous I Nex

Cost Available

65.0000
21.0500
9.0000
9.0000
9.0000
42 0000
70.0000
159.4800
49 8703
49 8703
31.0000
31.0000
240000
282 4300
7.8900

147200 Total Quantity: 1
Total Cost: 65.00 USD

14.7200 Number of Lines: 1

7.8900 v New [ Clear | Print

Quantity Cost

1 65.0000
PK
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Ordering through RQC template
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Ordering through RQC template

Under A template is a predefined shopping list.

Templates are defined at three levels
— Company Templates

— Location Templates

— Requester Templates

 If you choose any of the above, a listing of all available
templates will be shown. Pick the template you would like to
order using.

« Click in the blank box to the left of the item, and choose Add
Selected, to add to your cart. You can change the quantity on
each line.

« Find your cart to the right of the screen, you can enter another
item, or release the order.
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Checking Requisition Status
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RQC Check Requisition Status

Navigate to Bookmarks,
Requisition Center, Status and
a page with populate with all
requisitions you have entered.

Uncheck any of the fields to
narrow down the list to only
Unreleased, Needs Approval,
Rejected, Processed, Closed or
In Process.

Click on the blue requisition o

Creation Date From

Requisition Status

number for further information e @

Records perpage | 15

*If you order for more than one

requesting location, change the =" .=
requesting location and hit -
enter to bring up the -
requisitions for that location. U

Status
10
Shopping
10
an Flmmmiosionm
A R questing Locat 99100 =
B Creation Date To u] mm/dd/
cessed % Cl
List Requisiions
Creation Date Requested Delivery Date

Inbasket lew (IC12.1)

Jobs and Reports C’

Requisition Center Utilities

Pay Requester Templates

10 Line Status

000000000
nnnnnnnnn
uuuuuuuuu
111111111
000000000
nnnnnnnnn
uuuuuuuuu
nnnnnnnnn

nnnnnnnnn

Status

DD oDm

m m
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RQC Special and Service Order
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RQC Special Order

A special is used when the item you would like to purchase is
not cataloged in the system.

RQC Requisition: 1023331

TO enter a Speci al Order: Home  Profle  Inquire  Templale  SearchCalalog  Express Order  Special / Service
. . Special / Service
» Select the special/service tab
* Fill in the following information
— Item — Enter the manufacture item number o
+  If unknown type a brief description of the item being requested it ——
— Description — Enter a full description of the item being requested el e oS

— Item Type — Special

—  Quantity — Quantity being requested

— UOM - Unit of measure being requested, EA-Each, BX-Box, CA-Case
— Cost - Estimated cost of the item being ordered

—  Cost Default Vendor — Vendor number (use magnifying to search for the
vendor number)

— Account — Enter the account that best represents the item being ordered
(use magnifying glass to search for the account number by description)

« After all information is entered, click Add

* You will find your cart to the right of the screen, you can o
enter another item, or release the order.

« *Please note that all special orders will be reviewed by
our Supply Chain Strategic Sourcing team. The team
will contact you if arequest is denied or if you need to
order an alternative item

ny 0010 Univ of KS Hosp Authority
ing Unit | 89100 Y

Bl | Bl




?THE UNIVERSITY OF KANSAS HEALTH SYSTEM

RQC Requisition: 1023331

Home Profile Inqure  Template  Search Catalog Express Order  Special / Service

RQC Service Order

Description | Repair of Ultrasound

« Service is used when you need to place a requisition for
service. Service can be a one time service or multiple
services on one requisition.

Univ of KS Hosp Authority

« To enter a special order:
— Item — Enter a brief description of the service being requested
—  Description — Enter a full description of the service to be performed
— Item Type — There are two types
*  Amount Service — The quantity will always be one.
*  Quantity Service — The quantity will always be more than one.
— Quantity — Depends on type of service
— UOM - Unit of measure being requested

- COSt - EStImated COSt Of the SeI'VICe Home F'mﬁls- “‘“;‘Im Template ‘Search Catalog Express Order Spedial / Service
*  *If using Quantity Service, this cost would be the unit cost, not the Spocial / Service
total cost o Lot o

Description | Lavn Care for Clinic

—  Cost Default Vendor — Vendor number (use magnifying to search for
the vendor number)

— Account — Enter the account that best represents the item being -
ordered (use magnifying to search for the account number by
description)

« After all information is entered, click Add

* You will find your cart to the right of the screen, you can
enter another item, or release the order.

*  *Remember, when requesting service that will be performed
more than once, change item type to Quantity Service. The
quantity will need to be more than one.

Univ of KS Hosp Authority

Bl

El
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Questions?

Please contact Supply Chain Procurement at
tukhsprocurement@kumc.edu



