
TI Inventory 
 

Searching Lawson 
 

Searching by Asset Number 

 
 
From the “head” icon click 
on the Changes link.  
 

 

OR 
 
From the Globe icon you 
can click on the Items link 
on the left side menu.  

 



Type the asset number into 
the top field.  
 
Then, click Inquire on the 
top menu bar.  

 

The screen will load all of 
the available asset 
information such as 
description, date of 
purchase, cost, serial 
number, and model 
number.  

 

  

Searching by Serial Number 

Begin on the Items screen.  
 
 
Click the magnifying glass 
search icon on the Serial 
line.  

 

This will open a new 
window.  
 
Click Search at the top of 
this screen.   



Click the Search Field drop 
down and select “Serial” 

 

The second drop down 
menu can be changed to 
“like”.  
 
 
This will help to find all 
devices that may have a 
similar serial number.  

 

Type in the serial number 
into the last field.  
 
 
Click Filter at the bottom of 
the window.  

 

  

Searching by Purchase Order Number 



Begin by clicking on the 
Purchase Order Entry.  
 
 
 
 

 

1.​ Type in 1000 into the 
Company text field 
(this number does 
not matter) 

2.​ Type in the Purchase 
Order Number. 

3.​ Click the Inquire 
button.  

 

You will now see all of the 
available information for 
that purchase order.  

 

  

Search Screens 



Items screen will show: 
Status 
Description 
Date 
Cost 
Serial 
Model 
Invoice (PO) 
 

 

Asset Attributes will show: 
Item Description 
Room Number 

 

Additions and 
Adjustments will show: 
Description 
Status of item 
Company 
Location Number 
Location Site 

 

  

  

  

  
 


