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1. Lawson Port al FAQOS

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.

Can | 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.

What internet browser can | 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.*

How do | know what version of Internet Explorer | currently have?
To check the version of IE:
a. Open an IE browser window.
b. Click O6Hel po

C . Click O6About | n @mﬁn:m-

A new window will open: Internet Explorer7/
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= About Internet Explorer @

(@)}

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

*Notei The default version of IE |l oaded onto LUC PCO
downgrade) only if you do not have a version between 6.0 7.x.*
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5. How do | download a later version of Internet Explorer?

Todownl oad a | ater version of | E, Vi sit Mi

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

Click on the version of IE you wish to download (6.0 1 7.x). Follow the on-screen instructions.
6. How do | 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

*TIPT Add the Portal homepage as a desktop shortcut. To do this:

First you will have to add the Portal homepage
a. Open IE and go to: https://univlaw.luhsads.luhs.org/lawson/portal/
b. Click on OFavorites6 and select O0Add to Fav

Add a Favorite

=Y Add this webpage as afavorte. To access your favorntes, vist the
Favortes Carter.

> lame: |_a'.','s-:-'. Partall
> Cpeatein: | ) Loyola Refated ~ | | MNew Folder

c. Enter new name for link (optional).

d. Select the folder in which you would like the link to be saved.
e. Click OAdd©o.
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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 O6Favoritesb©o.

b. Click on the folder where you saved the Lawson Portal Link.
c. Right mouse click on the link you created.

d. Click 06Send Tob
e. Select 6éDesktop (create shortcut) 6.

= Lawson portal - Portal Home - Windows Internet Explorer

0_""::1' |ﬂ Llhsﬂ'q nortal rdex n || #2|x |":_' : Ip i
Fie Edt ~wmﬁd= s

ol Favorites £ Add to Favorites... T

o Y
. B - B - 03 deh v Page- safety -
—————— s Add o Favoribes Bar L 1
add Corrent T o '-'r'elmn*ejel"l're-p
Drganize Favories... ] e
’ .
e Locus
i () Faveritas Bar v | University Libraries
. s gt : Useful Informatio
| nformation
Fersonal infogrmation 3 ZH D echorics |
% | | ¥
Manage| M Human Resources | i a3l Us 2lp
! bl je your navigation inks and home Eork er Hel
¥ Manage W mformaton Seounity pontent ¥ EnowledgeBase
| B mfarmation Technology Serv
- Cl:l.al:u:lﬂud' mation Technology Services | Y eiass
|8 Office of the Bursar |
H Personal Account Managsr
| Resdence Life [
| uncergraduate Admissions |
mg Open
| F-.rt
l.i.l Comoressed (zoped) Fokder |
| Cony g Group'disa Library |
| Creats Shartout (5 GroupWise Redpient
Deele wd Mal Redplent
Rename q
L) My Documents
| Sort by Name 8 =)o
| =) DVD-R.AM Drive
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TheLawson Port al l i nk i s now saved -cagkingponthsicon P C
will open Internet Explorer to the Portal Homepage.

My Documents:

a'Eml& E%-

¥
g

7. 1do not receive messages on the bottom of the screen after | submit a job, do a change
function, etc. How do | 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
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8.

To enable this information bar:
a. Open Internet Explorer (you do not need to be logged into Portal for this).
b. Click 6Tool sb.

c. Click o6l nternet Options©éo.
d. Click the O6Securitydé tab.
e . Click the o6l nternetod icon.
f . Click the 6Custom Leveld button at bottom o
g. Scroll Sdroptimyd t ©e d¢thieow (near the bottom of th
and Enablet h Allow status bar updates via script éoption:
— 1 =7 | Scripting -~
ZF| Active scripting B
) Disable
%) Enable
i) Prompt
| Allow Programmatic clipboard access
() Disable
) Enable
|| = | Allow status bar updates via script L
) Disable %
"~ Enable

h. Click O0OKO at -bptwiolml odopeagecl|l AchopYeso.
. Click O60OKO&6 once more to exit from the 61l nte

Will pop-up blockers affect the functionality of Portal?
Yes,pop-up bl ockers may cause issues as you are us
into any problems:

a. Open Internet Explorer (you do not need to be logged into Portal for this).
b. Click O0Tool so.

c. Cli-ek BlPopker 6.

d. Sel eupt BolPoocpk er Settings©éo.
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Delete Browsng Hstory... Cirl+5hift+De M "

w r K (- =
InPrivate Browsing Ctri+Shift+ . &
Reopen Last Browsing Sesson Welcom

InPrivate Fitenng Ctri+Shft+F ) g gist

InPrivate Fitering Settnos

Block Pop-.0s from s Ste...
SmartScresn Filtes ]

Tum OFf Pop-up Biodker

St moskod Pop-up Blocker Setbngs

Compatiblity Wiew
Compatibity view Sattngs

Windows Lipdate

Developer Tools Fi2
Windaws Messenger

Ceagnoss Cormechon Problems...

Koved Megsenger
Send to Onehote

Pop-up Blocker Settings rg|

Intemet Options

e. In thewdhBhsidr e sso oéalluhomd
f. Click O0OAddb©o.
g Click 6Cl osebd

*Note T this 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.*

N
7

Exceptions

Pop-ups are cumently blocked. You can allow pop-ups from specific
é wehstes by adding the site to the list below.

Address of website to allow:
| :

Allowed stes:
" luhs org

Femove all

Maotifications and blocking level:
Blay a sound when a pop-up is blocked.
Show [nformation Bar when a pop-up is blocked.

Blocking level:

Medium: Block most automatic pop-ups Al |

Leam moee about Pop-up Blocker Close




9. How do I log out of Portal?
To |l ogout, simply click the 6Ilhang sidebféhe écreent on | o

LAWS@N rorirome

*Note i you do not need to be on the Portal homepage to logout.*

10. Will closing the browser log me out of Portal?

No! Il f you wish to |l og out completely, you mu
browser window will not log you ouit.

11.Can | use the browser6s Obackdé button to
It i s not recommended that you use the browser
go to a previous screen, use the form search in the upper right-hand side of the screen.

12. Can | print a Lawson screen that | 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 OFI

|l ed > Ol nter t Optionso.
c. Click on the ab.

ne
OAdvancedo t
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Internet Options

[
| General || Security || Privacy | Content | Connections || Progra w

Settrgs

Play sounds in webpages A
] show image download placeholders
Show pictures

age dithering

Print background colors and images <———
) Search from the Address bar
) Do not search from the Address bar
{®) Just display the results in the main window
| ﬂ Security
[] Allow active content from CDs to run on My Computer™
[] Allow active content to run in files on My Computer=
] aliow software to run or install even if the signature is inv.
[¥] Ched for publisher's certificate revacation ¥
*Takes effect after you restart Intermet Explorer

[ Restore advanced settings |

Reset Internet Explorer settings
Deletes all temporary files, disables brawser .
add-ons, and resets all the changed sattings. L =3 !

‘fou should only use this if your browser is in an unusable state,

d. Scroll down to OPrintingo.

e. Check Print background colors and i mages?©o.
f. Click OK&©&.

oy O
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2. Login Page

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

jexampl

e e e

Login

Copyright © 2008 Lawrson Softwara, All righits ressrved, Portzl ©.0.0.5.272, Techrology 9.0.0.6.175

1. Enter your network id and password.
2.Press OENnt[wan] or <click
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3. Portal Home Page

LAWS N Portal Home

tome Pizarek
' Search

Q 0»

My shortcuts

Print Manager

Job Scheduler
CL43
GLan 5

Common Tasks

Useful Information

Manage Subscriptions

* Portal User Help
*  Manage User Options

b

¢ KnowledgeBase
Change Password

¢ Hotkevs Help

0 | |iOidkingt he 60L& wismain
at any time will automatically
bring you back to the home

page.

Search... 3
[ h Search box I Search Links Menu Preferences Eg] Help
Entering a form ID here and Lawson Applications peem— | | ——
p_r essin g9 OEnter QDDKIM\AA-LSI ' take Xlsgr Hptil:uns About
ggfﬁ::}(l)\f\?t:\heag?rLTD Il;/i/)?]uc(;‘?] Lawsan Knowledge Base Change Passward Hotkeys
also search by form description. | " 12 B
(See following pages for form .
search help.) Google
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4. Form Search

*Note i depending on your security class, you may not have access to the search box.*
(A) Search by form ID
N Portal Home

k [logout]

My Shortcuts
Print Manager
Job Scheduler
CL45
CL30 5

Useful Information

Manage Subscriptions

? Portal User Help

*  Manage User Options

? KnowledgeBase
*  Change Password

? Hotkevs Help

To search for a form:

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

2. Press OEnt@ro6 or click :

3. The form will load in the current window. Page 11



(B) Search by form description
N Portal Home

[logout]

Q B e

My Sshortcuts
Print Manager
Job Scheduler

CLas Common Tasks : Useful Information

SR *  Manage Subscriptions * portal User Help
#  Manage User Options ? KnowledgeBase
*  Change Password * Hotkevs Help

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

you can search by description:

1. Type form description (i e: o6journal 06)
2. Press OENnt@r o6 or click

3. Search results will open in a new window/tab. bace 12
age



Search Results 38 hit= for 'journal’

Project Accounting
Journal Edit Listing (ACZ240)

Journal Entry (ac Only) (AC40.1)
Journal Entry (ac And Gl (AC40.4)

Asset Management
Journal Entries (AMZ20.5)

Journal Entries (AMZ21.3)
Journal Entries (AM30.3)
Journal Entries (AM40.4)
Reinstate Journal Entries (AM41.2)

General Ledger
Budget Batch Journal Control (FE143)

7
Budget Journal Entry (FE40.1)

Eudget Journal Control (FEZ5.T)

General Ledger Setup
Journal Hold Code (GL12.1)

General Ledger
Journal Entry Hold Release (GL143)

Batch Journal Control (GL146)
Ceneral Journal Report (GL147)

Close

To open form:
1. Click the form name (i e: FB40, | isted

2. The form will open in the original Portal Window.
3. Click [ges= .
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5. Viewing Multiple Forms

(= Lawson portal - Portal Home - Windows Internet Explorer _ _'
@af * |ﬁ| hktp: fflawbest, medctr, ubs, orgflawson)portalfinde: . hkm V ‘ |*"f|| A ‘ |G|:u:u;|Ie ||P “
=M Edit ‘View Favorites  Tools  Help
Mew Tab Chel+T ] l @ . @ . @F‘age . @TDDE .
e Window Zhrl+-M
Open... Chrl+0 Welcome Pisarek [logout]
Edit with Microsoft Office Word ‘ortal Home _ @ y 9
[
Save Chr+5
Save As, .,
Close Tah el
Page Sefup...
Prink. .. Chrl+P
A A Useful Information
Send » e :
*  Manage Subscriptions : ¥ D
Impark and Expart... ! Manage your navigation links and home Portal User Hel
?  Manage User Options . page content ¢ KnowledgeBase
Properties :
Work Offine *  Change Password > Hotkevs Hel
Exit

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

1. Click OFil ed.

2. Cli ckWoiNd ww?©b .

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

in the search box al@d press O6Enter
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Original window

New window
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