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1. What is Lawson Portal?

Portal is a web-based application; no software will be loaded onto your computer. Everything will 

be accessed via the web.

2. Can I log into Portal from home?

Lawson Portal can only be accessed from computers connected to the Loyola network; computers 

outside the firewall will not be able to access Portal.

3. What internet browser can I use to access Portal?
Currently, Portal will only work with Microsoft Internet Explorer 6.0 and up.

*NOTE: as of the completion of this manual, Internet Explorer 8 is not supported by Lawson.*

4. How do I know what version of Internet Explorer I currently have?
To check the version of IE:

a. Open an IE browser window.

b. Click óHelpô 

c. Click óAbout Internet Explorerô. 

A new window will open:

If the version is not 6.0 or higher, you will have to download a later version of IE.

*Note ïThe default version of IE loaded onto LUC PCôs is version 7.x.xxxx.  You will need to upgrade (or 

downgrade) only if you do not have a version between 6.0 ï7.x.*
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5.  How do I download a later version of Internet Explorer?
To download a later version of IE, visit Microsoftôs Download Center:

http://www.microsoft.com/downloads/Browse.aspx?displaylang=en&categoryid=6

Click on the version of IE you wish to download (6.0 ï7.x).  Follow the on-screen instructions.

6. How do I access Portal?

There are a couple ways to access Lawson Portal:

1. Open IE and go to: http://lprod.luhs.org/lawson/portal 

2. Start Menu Button > All Programs > Loyola Software > Administrative Applications  > Lawson Portal

*TIP ïAdd the Portal homepage as a desktop shortcut.  To do this:

First you will have to add the Portal homepage as an ó Internet Favoriteô.

a. Open IE and go to: https://univlaw.luhsads.luhs.org/lawson/portal/

b. Click on óFavoritesô and select óAdd to Favoritesô. 

c. Enter new name for link (optional).

d. Select the folder in which you would like the link to be saved.

e. Click óAddô.
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The Lawson Portal  link is now saved as an Internet Favorite.  You will now have to create 

the desktop shortcut.  To do this:

a. Click óFavoritesô.

b. Click on the folder where you saved the Lawson Portal Link.

c. Right mouse click on the link you created.

d. Click óSend Toô.

e. Select óDesktop (create shortcut)ô.
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The Lawson Portal link is now saved onto your PCôs desktop.   Double-clicking on this icon 

will open Internet Explorer to the Portal Homepage.

7. I do not receive messages on the bottom of the screen after I submit a job, do a change 

function, etc.  How do I enable the information bar at the bottom of the screen?
The information bar will provide you with a couple things, such as:

Confirmation a job was added

Confirmation a job was submitted successfully

Error messages



To enable this information bar:
a. Open Internet Explorer (you do not need to be logged into Portal for this).

b. Click óToolsô.

c. Click óInternet Optionsô.

d. Click the óSecurityô tab.

e. Click the óInternetô icon.

f. Click the óCustom Levelô button at bottom of window.

g. Scroll down to the óScriptingô section (near the bottom of the page), 

and Enable the óAllow status bar updates via script ôoption:

h. Click óOKô at bottom of page. A pop-up will open, click óYesô.

i. Click óOKô once more to exit from the óInternet Optionsô window.

8. Will pop-up blockers affect the functionality of Portal?

Yes, pop-up blockers may cause issues as you are using Lawson Portal.  To ensure you donôt run

into any problems:

a. Open Internet Explorer (you do not need to be logged into Portal for this).

b. Click óToolsô.

c. Click óPop-up Blockerô.

d. Select óPop-up Blocker Settingsô.
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e. In the óAddress of website to allowô field, type luhs.org

f. Click óAddô.

g. Click óCloseô.

*Note ïthis step will not change the settings for any 

third-party pop-up blockers you may have installed on 

your PC; Yahoo, Google, etc.  If you experience issues

with pop-ups after you change these IE settings, please

check the settings on the third-party pop-up blocker.*
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9.  How do I log out of Portal?
To logout, simply click the ólogoutô button located at the upper right-hand side of the screen.

*Note ïyou do not need to be on the Portal homepage to logout.* 
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10. Will closing the browser log me out of Portal?
No!  If you wish to log out completely, you must click the ólogoutô button.  Simply closing the 

browser window will not log you out.

11. Can I use the browserôs óbackô button to go to a previous screen?
It is not recommended that you use the browserôs óback ó button.  If you would like to 

go to a  previous screen, use the form search in the upper right-hand side of the screen.

12. Can I print a Lawson screen that I am currently viewing?
Yes, you do have the option to print a Lawson screen you are viewing, such

as GL20, GL90, etc.

*Important - In order to optimize the print output, you will need to make a change to 

the default print settings.*  To do this:

a. Open Internet Explorer.

b. Click óFileô > óInternet Optionsô.

c. Click on the óAdvancedô tab.



d. Scroll down to óPrintingô.

e. Check óPrint background colors and imagesô.

f. Click óOKô.
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1. Enter your network id and password.

2. Press óEnterô or click             .

2. Login Page

jexampl

ééé
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The web address for Lawson Portal is: https://univlaw.luhsads.luhs.org/lawson/portal/



3. Portal Home Page

Search box Search Links Menu Preferences Help

Entering a form ID here and 

pressing óEnterô will take you

directly to that form.  If you do

not know the form ID, you can 

also search by form description.

(See following pages for form

search help.)
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at any time will automatically

bring you back to the home

page.

Clicking on a 

óShortcutô link

will take you 

directly to that 

form.  



4. Form Search
*Note ïdepending on your security class, you may not have access to the search box.*

To search for a form:

1. Type the form ID (ie: GL45) in the search box.

2. Press óEnterô or click      .

3. The form will load in the current window.

(A) Search by form ID

Page 11



If you do not know the form ID (ie: FB40),

you can search by description:

1. Type form description (ie: ójournalô).

2. Press óEnterô or click      . 

3. Search results will open in a new window/tab.

(B) Search by form description

Page 12



To open form:

1. Click the form name (ie: FB40, listed under óGeneral Ledgerô).

2. The form will open in the original Portal Window.

3. Click             .
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5. Viewing Multiple Forms

To view multiple forms at the same time (ie: GL45 & GL90):

1. Click óFileô.

2. Click óNew Windowô.

3. A new window will open to the Portal Home Page; type in the form ID 

in the search box and press óEnterô or click     .
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Original window

New window


