Searching Lawson

Tl Inventory

Searching by Asset Number

From the “head” icon click
on the Changes link.
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From the Globe icon you
can click on the Items link
on the left side menu.
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Type the_ asset number into e
the top field.
. . Z Change 4 Previous @ Inquire P Next Inquire | ¥
Then, click Inquire on the B a |
top menu bar.
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The screen will load all of
the available asset ——
information such as —
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Searching by Serial Number
Begin on the ltems screen. —
Click the magnifying glass
search icon on the Serial — — - —
line. . < 5
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This will open a new
window. X Close | | Q, search | —> Find Next ¥) Reset
Click Search at the top of Serial Numbers (Records: 1 - 25)
this screen.




Click the Search Field drop
down and select “Serial”
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The second drop down Comparator
menu can be changed to
“like”. _ -
This will help to find all
devices that may have a not =
similar serial number. m
not like

Type in the serial number
into the last field.

Click Filter at the bottom of
the window.
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Select "Find" to display the first occurrence of the search criteria or "Filter" to display all occurrences of the search

criteria.
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Searching by Purchase Order Number




Begin by clicking on the
Purchase Order Entry.
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1. Type in 1000 into the
Company text field
(this number does

not matter) Special Actions 4 Previous @ Inqu
2. Type in the Purchase
Order Number.
3. Click the Inquire o
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Q PO o oz
endor OF
You will now see all of the — oo [ B
available information for — -
that purchase order.
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Search Screens




Items screen will show: )
Status
Description —_ o .
Date
Cost -
Serial - Sl izae o *
Model : . -
Invoice (PO) = = 5
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Asset Attributes will show: —
ltem Description ’
Room Number
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Additions and =
Adjustments will show:
Description e [
Status of item
Company o o om0
Location Number
Location Site




