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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



Ordering through RQC



Accessing Requisition Center - Shopping

• Navigate to Lawson via 

the health system links 

page on 24/7 and log into 

Lawson 

• Click Bookmarks

– Requisition Center

• Shopping 

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


RQC Profile 

• Log into Lawson 

• Click on the Profile tab

• The Profile displays:

• Requester Number

• Requester Name 

• Default Requesting Company

• Default Requesting Location

*Your requesting location determines the approval string for 

your requisition



RQC Detail Profile 

• Click on the Detail Profile

• The Detail Profile displays
– Default From Company (10)

– Default From Location 

– PO Code if necessary  

• 1NIT: 8:30am next day delivery

• 2NIT:10:30am next day delivery

• CNSG: Consignment order 
*Serial numbers/lot numbers 
required

• BO: Bill Only order 

• COPY: Initiates a copy of the 
PO for requester to submit to a 
vendor or start a repair

*PO code must be input prior to 
choosing item 



RQC Search Catalog 

• Click the Search Catalog tab

• In the blank search bar, enter a 
Lawson number, description, or 
manufacture number.  

• Click the magnify glass search 
for your item

• Click the blue More… link in the 
item description to see the full 
item description for the item. 

• Click the Next button to 
navigate to the next page if the 
search resulted in multiple 
results. 



RQC Ordering an item

• Under the quantity column, you 

can type in the quantity of the 

item you would like to order.  

– In the description field you will 

notice the unit of measure 

conversion factor

• Click You can click the + sign, 

this will add the item directly to 

your cart.

• *Beware of the Add All Shown, 

if you click this box, it will add 

all items shown on the page to 

your cart. 



RQC Ordering 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



Ordering through RQC template



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. 



Checking Requisition Status



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 
number for further information

• *If you order for more than one 
requesting location, change the 
requesting location and hit 
enter to bring up the 
requisitions for that location.  



RQC Special and Service Order



RQC Special Order

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

To enter a special order:

• Select the special/service tab

• Fill in the following information
– Item – Enter the manufacture item number 

• If unknown type a brief description of the item being requested

– Description – Enter a full description of the item being requested 

– 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 
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 a request is denied or if you need to 
order an alternative item



RQC Service Order

• 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.  

• 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 service 
• *If using Quantity Service, this cost would be the unit cost, not the 

total cost

– 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.  



Questions? 
Please contact Supply Chain Procurement at

tukhsprocurement@kumc.edu


