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Searching for items and placing orders 
Updated 9 July 2020 

Products and services that can be ordered via the system are available 
under Purchase in the blue menu bar. Here, you will also find links to online 
shops, requisitions and free text forms. 

You can search directly in the search box by typing in the product, service or 
supplier.  

The categories overview shows the current agreement areas/categories. Click the relevant 
category for more detailed information and to see any subcategories.  

If a category is selected, you will only see results from that category when searching. 
You can narrow your search to certain agreement areas and suppliers for the marked 
category. 

Detailed agreement information and appended documents are available for each product 
(see more on page 2). 
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There is also a tab to the left that can be expanded to show all agreement areas. 

If you have questions concerning agreements or products, please contact us via the 
support form https://forms.eken.lu.se/. 

You can search broadly using one or more keywords or within a specific category. You can 
also tick the thumbs up box to find reasonably-priced items, the home box to display items 
that are in stock or the leaf box to limit the selection to certain eco-labels. 

The selection can be sorted by price, item name and number or supplier. You can also 
compare different items by ticking the relevant item boxes and clicking Compare. 

Click an item for more detailed item information, an agreement description and contact 
information, as well as a link to the full description of the agreement. 

https://forms.eken.lu.se/
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Under Quick links you will find subscription, requisition and free text forms, as well as the 
online shops to which you have access. 

 

 

 

Click the online shop you want to visit, which allows you to Open web shop. 

 

 

Through the Quick links, you can also click the symbol that redirects you to the 
online shop.  

By doing so, you will leave Lupin and enter the supplier’s online shop with our procured 
goods.  

Although the online shops look different, the final step is always to send off the shopping cart 
so that the selected items are placed in your Lupin shopping cart. 

 
Shopping cart:  

• The content of the shopping cart is only displayed when you click the shopping 
cart symbol.  

• The shopping cart can be filled with items from several different suppliers.  
• The Continue button of the shopping cart will take you to the accounting step 

where you must provide an account code for the order before it is sent off for 
approval by an approving officer.  
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Review the content of your shopping cart, increase/decrease the quantity (does not apply to 
articles from online shops) and remove items entirely from the shopping cart. When you are 
done, finalise your order by clicking Continue. 

If you need to place an order for someone else, you must be authorised to do so. 
Contact the Division of Finance via the support form https://forms.eken.lu.se/?Sprak=e
With this authorisation, you will be able to place orders on behalf of other users, choose 
account codes and delivery addresses for the recipient. 

Provide the account code and a description: 

If you have not done so already, select your favourites – the accounts and activities you 
use most. Make your selection when the search box for the respective accounting value is 
displayed, e.g. activity. Values marked as favourites are displayed at the top of the 
selection list. Several values can be marked as Favourite however, only one value can be 
marked as Default. 

Konto (Account) and Aktivitet (Activity) are mandatory fields. There is a guide for 
choosing accounts, available under Shortcuts on the home page. Here you will also find a 
shortcut to the entire account code system.  
For some items, you will get account proposals; it is important to check that the correct 
account was proposed. A default account can be changed in the same way that you can 

Possibility to place an order on 
behalf of someone else. Find the 

person for whom you want to 
order. 

https://forms.eken.lu.se/?Sprak=e
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change a default activity. 

The Funktion (Function), Tillgång/Fin (Asset) and Beskrivning (Description) fields are 
optional and used as follows: 
Funktion – to divide costs into more levels than just activity 
Tillgång/Fin – if the purchase refers to an asset prone to theft that is to be listed in the 
holding register, select value 999, only in combination with account number 63* or 64* 
Beskrivning – provide brief information about the content of the order, the text will be visible 
in financial system follow-ups. 

Accounting tips: 
• If you need more than one account row for your item, select Split row.

• If you want to divide the items onto different account rows, select New accounting
and drag each item row to the desired account row – place it on Add items here.
NB! New accounting will only be displayed if the order contains several items.

Click Split row for more 
account rows

Click New accounting and 
change to the correct values 
or drag the item row to the 

field Add items here
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• Finalise and send the order

You can name the order, write an internal comment to the approving officer, choose the 
delivery address if you have several and, if necessary, enter the delivery date and provide 
information to the supplier.  
Before the order is sent, you also have the option of saving it – for further processing or as a 
template for future use. NB: Save for later cannot be used for orders from online shops.
When you click Send requisition, the order will be sent to the approving officer for approval 
in accordance with the current approval rules, after which it is sent to the supplier. If there are 
several suppliers in the same order, one order will be sent per supplier. Each order will 
receive an order number starting with LU followed by eight digits. If the approving officer 
rejects your order, you will be notified. A rejected order (does not apply to orders made in 
online shops) can be reused through the Save as template option.

Contact 
Division of Finance 

Supportform: https://forms.eken.lu.se/?Sprak=e

https://forms.eken.lu.se/?Sprak=e
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Sammanfattning



Kontrollfunktionen hittade inga problem i det här dokumentet.
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		Manuellt godkänd: 0



		Manuellt underkänd: 0



		Överhoppat: 1



		Godkänt: 29
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		Dokument





		Regelnamn		Status		Beskrivning



		Behörighetsflagga för tillgänglighet		Godkänt		Behörighetsflagga för tillgänglighet måste anges



		PDF-fil med bara bilder		Godkänt		Dokumentet är ingen PDF-fil med bara bilder



		Taggad PDF		Godkänt		Dokumentet är en taggad PDF



		Logisk läsordning		Kräver manuell kontroll		Dokumentstrukturen har en logisk läsordning



		Primärt språk		Godkänt		Textspråk är angivet



		Titel		Godkänt		Dokumenttiteln visas i namnlisten



		Bokmärken		Godkänt		Bokmärken finns i stora dokument



		Färgkontrast		Kräver manuell kontroll		Dokumentet har korrekt färgkontrast



		Sidinnehåll





		Regelnamn		Status		Beskrivning



		Taggat innehåll		Godkänt		Allt sidinnehåll är taggat



		Taggade anteckningar		Godkänt		Alla anteckningar är taggade



		Tabbordning		Godkänt		Tabbordningen stämmer överens med strukturordningen



		Teckenkodning		Godkänt		Tillförlitlig teckenkodning erbjuds



		Taggad multimedia		Godkänt		Alla multimedieobjekt är taggade



		Skärmflimmer		Godkänt		Sidan kommer inte att orsaka skärmflimmer



		Skript		Godkänt		Inga otillgängliga skript



		Tidsbestämda svar		Godkänt		Sidan kräver inga tidsbestämda svar



		Navigeringslänkar		Godkänt		Navigeringslänkarna är inte repetitiva



		Formulär





		Regelnamn		Status		Beskrivning



		Taggade formulärfält		Godkänt		Alla formulärfält är taggade



		Fältbeskrivningar		Godkänt		Alla formulärfält har beskrivningar



		Alternativ text





		Regelnamn		Status		Beskrivning



		Alternativ text för figurer		Godkänt		Figurer måste ha alternativ text



		Inkapslad alternativ text		Godkänt		Alternativ text som aldrig kommer att läsas.



		Kopplat till innehåll		Godkänt		Alternativ text måste vara kopplad till något innehåll



		Döljer anteckning		Godkänt		Den alternativa texten bör inte dölja anteckningen



		Alternativ text för andra element		Godkänt		Andra element som kräver alternativ text



		Tabeller





		Regelnamn		Status		Beskrivning



		Rader		Godkänt		TR måste vara underordnad Table, THead, TBody eller TFoot



		TH och TD		Godkänt		TH och TD måste vara underordnade TR



		Rubriker		Godkänt		Tabeller bör ha rubriker



		Regelbundenhet		Godkänt		Tabeller måste innehålla samma antal kolumner i varje rad och samma antal rader i varje kolumn



		Sammanfattning		Överhoppat		Tabeller måste ha en sammanfattning



		Listor





		Regelnamn		Status		Beskrivning



		Listpunkter		Godkänt		LI måste vara underordnad L



		Lbl och LBody		Godkänt		Lbl och LBody måste vara underordnade LI



		Rubriker





		Regelnamn		Status		Beskrivning



		Relevant kapsling		Godkänt		Relevant kapsling
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