
RSS – Modifying a requisition 
Teresa Loken,  
The requisition 3918 has been Unreleased by Accounting Review on 12/09/2008 at 13:20:26.  
 
COMMENTS: 
Please make this a nontaxable requisition  
 
If Unreleased, please login into RSS and resubmit Requisition after making the necessary modifications. 
 

 
 
Please do not reply to this Email. This is an automatic notification generated by ProcessFlow-Lawson Software.  
IT Info: WorkUnit: 1334 Prodline: LAWPTEST Host: lawtweb.tps-ad.local:80 Flow: reqapproval1.xml  

 
This e-mail tells me to change the requisition to NON-TAXABLE.  Go into Shopping, click on Inquire in the 
top center and then click in the Search button, press enter and all of your requisitions will be listed.  Locate 
the requisition that needs a change.  Click the Modify button.  (if you open up Shopping and see something in 
your cart, click New at the bottom of the page, then proceed with the above mentioned steps).  
 
 

http://www.lawson.com/


Once the requisition appears, you will need to click on the LINE item in your CART.   
 

 
 
Once you have clicked on the Line Item, you will see 4 tabs.  Line Basic lets you change things like Item 
Type.   
 

 



Line Detail lets you change Delivery Date, Taxable, and Tax Code.   
 

 
 
Line Accounting lets you change the accounting information.  This is also where you can split out the 
accounting if that is the change that has been requested.  
 

 



 
In this example below, I have received the e-mail stating “Please make this a nontaxable requisition” and I have made the 
change below.  Now I click on the Change button, located in the top left corner of the screen.  You must do 
this for any of the changes to take effect. 
 

 
 
Now that I have made the change, I will need to click on Save and Checkout.   

 



 
Once the change is complete, I will receive the message below.  At this point, the requisition now “Needs 
Approval” and it will go back to the approving department.   
 

 
 
 
 


