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      How a PI Creates a Procurement and Payable     
    Requisition for a Catalog Item 

 
1. Log in to Workday using your ID and Password. 

 
2. In the search bar shown below, type in Create a Requisition or Create  and click 

enter.  
 
 
 
 
 
 
 
 

3. After you type and click the Create Requisition  in Figure 1, the Create 
Requisition screen will appear as shown in Figure 2 below . Click on Create 
Requisition . 
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Figure 1 

Figure 2 
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4. After clicking on Create Requisition  in Figure 1, on Page 1. The Requisition 
Details screen will appear as shown in Figure 3 below. Click on Continue Shopping 
. If this is greyed out, as shown Figure 3 below, it indicates this is a first-time 
request for a requisition. Then, click Edit Details , and the Edit Requisition Details 
screen will appear as shown below in Figure 4. The Requisition Type Box  will be 
empty. Click on the drop-down menu      will appear as shown in Figure 3 and 
choose the expense category.  We are choosing Training Supplies .  
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5. After clicking Training Supplies  on Page 2, Figure 4, the Edit Requisition 
Details screen will be filled out as shown in Figure 5 below. There are three choices 
you can choose: Save Changes, Cancel, or Reset to Default . We will select 
Save Changes . 
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6. After clicking Save Changes  in Figure 5, on Page 3, the Requisition Details 
screen will appear as shown in Figure 6 below. We need to select Connect to 
Supplier Website .   
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7. After clicking Connect to Supplier Website  in Figure 6, on Page 4, the Connect 
to Supplier Website screen appears as shown below in Figure 7.   
 
Click Connect . 
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8.  After Clicking on Connect  in Figure 7, on Page 5, the Shopping Home Screen 

will appear as shown below in Figure 8. In the upper right corner of the screen there 
are three tabs which are Shopping Home , Supplier Management  and 
Supplier Requester DB . The Shopping Home . This is where one can view 
their Organizational Message , My Draft Carts , My Purchase Orders  and 
the Showcase of Catalog Suppliers you can order from . Next tab is Supplier 
Management . This is where one can view the Supplier Requests Approved, 
Supplier Request Under Review, Stipend Recipients, Suppliers Pending 
Registration Approval, Supplier Change Review Approval, Supplier Search, 
and Search Results. The final tab is Supplier Requester DB . This is where one 
can view the Stipend Vendors, My Supplier Requests, Quick Links, and Supplier 
Search. 
 
To order from your supplier choose your Catalog  in the Showcase.  
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9. After choosing your Catalog  in Figure 8, on Page 6, you may access the 
supplier’s offering of products, or you may be prompted for a delivery zip code. This 
supplier is requesting a Delivery Zip Code as shown in Figure 9 below. Enter your 
Zip Code  and click Continue . After clicking Continue  the Catalog  that 
was chosen in Figure 8, on Page 6, will open. 
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10.   Choose your item from the catalog and click Add to Cart . And follow the  
prompts from the catalog. (This is just like Amazon ordering).  
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11.  Ater you click submit in the catalog the Shipping Cart screen will appear as shown 
in Figure 11 below. Next click Submit to Workday . 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

12.  After clicking Submit to Workday , in Figure 11 above the Workday View Cart 
 Screen will appear as shown in Figure 12 below. Review and click Checkout .  
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Figure 12 
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13. After clicking Checkout  on Page 9, Figure 12, the Requisition Screen will appear 

as shown in Figure 13 below. We will show this screen in three parts over pages 10, 
11, and 12. Under Requisition Information, the Requisition Type Box , you can 
change the product's requisition type by clicking the drop-down menu       and 
selecting the new type from the list. 
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11. The next section is Goods. Services is not used with Catalog items.as shown in Figure 
14 below. When you click on Goods it will be highlighted in blue. To view all Goods 
categories, use the slide bar at the bottom of the Goods Box . The boxes below show 
you the information you will see as you move the slider. The categories will be prefilled 
except for the Grant  and Spend Category , which needs to be completed. Either 
type in the Grant or click the drop-down menu       and select your Grant from the list.  
Do the same for Spend Category . Then click Submit . See Figure 15, Page 12. 
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12. The next step is to either Submit, Save for Later, or Continue Shopping . Also, by 
clicking on the three dots,  you can Edit Requisitions Default, Address or Cancel.   
 
We will click Submit . 
 

 

 

 

 

 

 

13.  After clicking Submit, a pop-up screen will appear as shown in Figure 16 below stating 
You have submitted. Your order is complete. 
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Figure 15 
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