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E%%T&)R]L User Instructions for Research

Please note the following General Guidelines when placing research orders in RSS:

May be used to order items that cost $2,500 or less.

May not be used to create open POs.

May not be used to create open POs for MOAs.

May not be used to create open POs for consulting agreements.

Individual who place orders in RSS must have signature authorization for account
(see attached signature authorization page).

arwbdE

This document will provide step-by-step instructions to process order for supplies on-line.

STEP 1. Double Click on the Internet Explorer shortcut on your desktop.

STEP 2. Type in Lawson in the address bar and press enter on your keyboard.

; BMC | Intranet - Microsoft Internet Explorer

File Edit ‘Miew Favorites Tools  Help

dmBack -~ = - () o | ‘Qhsearch  [GFavo

Address lawsarn|

STEP 3. Log into the Lawson Portal by entering, in lower case, your User ID and
Network Password.

N

LAWSEé

User name |gawalsh

Password [eeseseesd|
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STEP 4. You will see the Lawson screen with the Requisition Self-Service access.

Requisition Self Service >

Requisition Self Service o

Requisition Self Service Reports

~ 23 Inventory Issues - Surmmary Report +
Itermn Usage Report +

Open PO Report Using PO Date +
Order Histary Report +

Cwder Histary Summaty Report +

PO Line by AL +

Template Reference Report +

A S S A A4

Requisition Self Service

o 3 shopping +
+ & Requisition Line Status +
+ 2 PO Inguiry +

+ 3 PO Delivery Stakus +
+ & Template Search +

Enterprise Reporting
| ==
o B Crystal Reporting +

‘ General

@ o 3 Prink Manager +
o & Job Scheduler +
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STEP 5. Click on Shopping.

You will see the following screen:

& Requisitions Self-Senvice - Windows Internet Explorer, |Z||EHE|
Logout
L AWS@ N Find / Shop m Welcome RG GRANT RSS USER FRIED 7
(=3l DecilPoile | DopShp | Accounting | UserFelds | ﬁ
Comments |
[ Item Quantity Cost ]
There are no items in your cart
Requester RGFRIED
RG GRANT RSS USER FRIED

Order

Creation Date

Requisition Status

Reference Number l:l

Requisition Description I:I

Company 0100 CLIMICAL OPERATIONS

Requesting Location l:l@

Requested Delivery Date l:l mm/ddiyyyy

Priority
Total Quantity: [
Total Cost: S0
Humber of Cart Lines: 0

New

4 stant (2] 7~ @b crosoft OUE... ™ Lay tal - Home. .. " Requis rv,,, | D RS5RESEARCH User ... & =6 % 11540

Complete the Requisition Self-Service profile as follows:

1) Requesting Location — Type your requesting location in the Requesting
Location box (refer to your individual list by Section and/or PI.

2) Requested Delivery Date - Choose a date by clicking on the calendar.
Please note the following:

Use today + two business days for the date (Eliminate weekends and
holidays) otherwise the order may be considered a RUSH by the vendor
and you may incur additional shipping costs.
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STEP 6: Click on Drop/Ship Tab

1) Enter complete delivery address including Boston, MA 02118. Include email
address in “Contact” box. Please be sure to include aroom number.
Note: It is possible to copy/paste this information from Word.

(= Requisitions Self-Service - Windows Internet Explorer

LAWS@N Find / Bhap Inquire Profile

o | ovree QLI wenee | e | o

Erop Ship Recolvng | Recemng Requred % | Fhars sra ws Aams in paus sask
Crop Ship to Requestng Location | Na

Crop Ship 1o Rsguester |No %
Name

“ictoria Beloting, PhD
Acdcress

Boston Medscal Center

650 Albany Sareot, Tth Flaor

EBRC Room 704

cry State o Province Postal Coda
BOSTON A e
County Country Coda
usA &
Contact
OONNA GIESONGEMC, ORG
Profic PO Ext

6176387125

0. | 7 BMC | otrared -« Win.... 7 Lapwwsos pratal - Horr. ..

T} NS5 RESEARCH Uer ... % EE e seam
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STEP 7. Click on Find/Shop: Special/Service
Enter your order by completing the following boxes:

Item: Catalog/ltem number (incl quote # here if applicable) * If vendor is
Roche, only include catalog/item number in this box. Quote information
should be entered in Description below.*

Description: Description of item

Quantity: Quantity ordered

UOM: Unit of measure and/or use drop-down to complete

Cost: Cost per UOM

Cost Default Vendor: Enter BMC vendor number and/or or use drop-down *
Purchase From: Required for certain vendors only otherwise leave blank**
Account: Enter Detail Account (refer to Lawson Chart of Accounts)

Activity: Enter Activity Number

Account Category: Enter Account Category (refer to Lawson Chart of
Accounts)

Requested Delivery Date: Delivery Date selected on first screen will auto-
populate

*Commonly Used Vendors for Research
Vendor
Number | Vendor

8842 | Applied Biosystems
183 | BIO-RAD Labs Diagnost
3667 | CVPATH Instituted, Inc
401 | Fisher Scientific
4941 | Invitrogen Life Techn
1469 | Olymypus America Inc
727 | Perkin Elmer
787 | Roche Diagnostics
829 | Sigma-Aldrich Inc
821 | Thermo Electron Corp
947 | Westnet
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*When ordering from the following vendors, you must also select drop-down
location from the Purchase From box:

BIO-RAD Labs Diagnost (183): 10
Perkin Elmer (727): 50

Roche Diagnostics (vendor 787): 20
Westnet (947): 1000

(= Requisitions Self-Service - Windows Internet Explorer

LAWS@N |

Ovdart 520759

Requested Delivery Da% 12032010 [ [
Late Delivery Date A e Tl Gantilys (]

B Total Costi 0
Tansble Ho ¥ Nember o
Tax Code 2| & New Save

) RSS RESEARCH User ... % 10:taEM
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STEP 8. When complete, Click “Add” to move the item into your shopping catrt.

(= Requisitions Self-Service - Windows Internet Explorer

L AWS@N Find / Shop Inquire | Profile Welcome R GRANT RSS

Item Type Spacial w
Quantity !
o EA 7]
Cost EriR]
Comst Dofault Vendor (=" &
<]
(]
0400 - CLINKCAL OPERATIONS -
i (2]
saorrs |
a
Attty 0202701 (7]
ArCount Cangary 54700 (]
Asset Code 2]
assat Templaty 7]
Majr Purchase Class i}
Miner Purchiarse Clarss &
Requatted Delivery 0% (120 32010 [ T — < L
Late Delivery Dater A censddiyere 1":::;.’ lmm
B — unber of Cart Linex: 1
— a “ (New] [Geor ] (Punt] [Save ] [ Checkout |

£ BC | Beikrarwd < Win.... £ Lo patal - Homm... /7 g o -Serv. ) RSS RESEARCH User ... & m EEe o5

Enter order information for next item(s). Please note that you will be typing
over the details of the previous item.

Note: Group orders by activity number and than by vendor.
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STEP 9.  Once you have entered all the items to be purchased from the vendor, take
note of the “Order” number at the top of the screen and click on Checkout.

¢ Ruguisithans Solf-5ervice - Windwws Interpat Explorer

LAWS@N Find / Shap Inquire Profile
Ttem

Description
e Type Spacial v
Cuantity 1
Lo s @
Cost 10098 B Lavesion Self Service Missage - Wipage Dialog
Cont Default Verdor e | *é) Wed Dec B 21157105 EST 2010
Purchse From i) S25758: Order has boen successfully submited.
Curency Coda (7] Status: Processad
Distrbution Company | 0100 - CLINICAL OPERATIONS -
Accounting Unit Corr] @
Account som7s @ =
Suby Acoount 1]
Activity o701 [}
Arcount CAoory 4700 (]
Assat Code o
sseat Tomplats ]
Majer Purchass Cliss i}
Mir Purchase Class B
Requested Delvery 03% (12032010 BY cenddivre i "
Lt Delivery Diate [\ - ;::w o
Tansble Ho ¥ Humber of Cort Uner: &
Tax Cock i) v [Mew] [Clear | [Punt] [Save] [ Checkou |

Once you click “OK” the system will bring you back to the Requisition Self-
Service profile screen.
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How to Search for an Existing Order

Return to Main RSS Screen

(= Lawson portal - Hame - Windows Internet Explorer

(€] I e W — w4 %

i (8] Customize Unks
W | Lawion portal - Home fi- B - i e s @ - T

- Welcome Donna m
e ome Er— - & ©

an

| [BSIE Gornts Audeni an | Sell Service |

Requisition Self Service o

Hequisition Sell Service Reports ~ O Hequistion Sell Service ~ B
Todn| - irwenkory tosues - Sunmary Report = W shagoirg
o= ] e U Bopret ' Piequstion Line Satus
. 2] open PO Report Using PO Dise 3 PO oy
Cveer Hibery et 3 PO Delvery Stabus
v mmm\' Fieport 3 Temgise Search

Toerglatn Edmratn Bnprrt

Gieneral ~ 0|

e  Frink Manages
4 o2 3 Job Schadder

'T,'-s-fér[ € B 7 e - Moslt Ot = Repumtirn Sal Sy, 2} 55 BESEARCH Uver emEEEs nmm
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Choose PO Inquiry

artal - Home - Windows Internet Explorer

G‘T'. 4 v | ] betp:ifwe lemson benc orgilawstodoortsl
uris ] Customice Unks
W R | @ Lawson portal - Home

Welcome Donna
ma’:s'gl\frcwul Home

»

-
[Fanagerent ][ s an
- ﬁu Requisitien Inquiry {RQ44.1) B0
Requisitio gy Ty rr | Wl m-..,.m g
Hegquisition Sell & e B
~a
@ =T Compary #
= 3¢ Requisition [~ Status
= Te Requesting Location
N g: Requester Deliver To
Requested Delvery
General Buyer [
@
I cdX
- SC Line  Item Type (L] Requeested
[ 1
Requested Vendor PO Deliver
e
Requested Vendor ] Delrver
re
Requested Vendor PO Dediver
e
-
[ b - Mcrosoft Gatiok] & Local ntranet LY
Tstart E £ [ b Mot Ok, | B

& E B 00

Enter your search by completing the following boxes:

Company: 100
Requisition: Order Number

Click Inquire.
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Lrks @] Customize Links
T B - ke Tk T

Welcome Donna

Home
P
e e N, - an
Begeasien el s Requisitien Inquiry (RO44.1) -
Requisitio
PR  previos [ 2 inee [} vt B ioure - remedrorms -] |
Heguiition &
Y\-ﬁ% :g: company [THER CLINICAL CPERATICNS
& %E Requisition GET Status Frocessed
« 3¢ Requesting Location AGICL R I0H CHRALS & (LM RGS00E927
:g: Requester ACFRIED Deliver To
Requested Delivery 1213800

General Buyer [To (4 DECLINDA GONCALVES

Requested Vendor PO

Requested Vendor PO Deediver

[ & Local intrarat LY
&= EEe 00
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