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      How a PI Requests a New Supplier for a Stipend Payee  
1. Log in to Workday using your ID and Password. 

 
2. In the search bar  in Figure 1, as shown below, type in the search bar Create a 

Requisition or Create and click on Create Requisition. 
 
 
 
 
 
 

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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4. After clicking Create Requisition  in Figure 2, on Page 1, the Requisition Details 
screen will appear as shown in Figure 3 below. We need to select Connect to 
Supplier Website . The Connect to Supplier Website screen will be filled out as 
shown in Figure 7, on Page 5. 
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5. After clicking Connect to Supplier Website  in Figure 3, on Page 2, the Connect 
to Supplier Website screen appears as shown below in Figure 4.   
 
Click Connect . 
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 



 

4 
 

6. After clicking on Connect  in Figure 4, on Page 3, the Shopping Home Screen 
will appear as shown below in Figure 5. Click on Supplier Requester DB . The 
Supplier Requester Dashboard will appear as shown in Figure 6, on Page 5.  
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7. After clicking on and Supplier Requester DB  in Figure 5, on Page 4 the Supplier 
Requester Dashboard will appear as shown in Figure 6 below. On the right-hand side 
of the screen go to Quick Links  and the Request New Supplier screen will appear 
as shown in Figure 7 below. Click on the drop-down menu . There are two choices 
Stipend Recipient Request or Supplier Request Form . We are choosing Stipend 
Recipient Request  then enter the name of the Payee  and click Submit  as 
shown in Figure 8 below. 
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8. After clicking on Submit  in Figure 8, on Page 5, the Instructions screen will  
appear as shown in Figure 9 below. The PI must complete all fields. 
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The following is the details regarding the questions in Figure 9, on Page 6. 
 
 Identifies how many questions are for the Stipend and for the Guardian 

Information. 
 Payee Name: Name of the individual getting the Stipend. 
 Payee Email: Email of the individual getting the Stipend. 

 Payment Type: There are three payment types:  

• Fellowship 
• Scholarship 
• Participant support payment 

 
 Program Name: Name of the program, semester, and year. 

 Answer all three questions: If the answer is Yes to the third question, you will 
need to fill out the Guardian Information. 

 Supporting Information: PI can add any additional comments. 
 Guardian Information: If the answer is Yes, Is Recipient a Minor? (Minor is 

under 18 years of age) The recipient's parent/guardian must provide their first 
name, last name, and email address. 

 Click Save Progress first, then Submit. 
 

9. After clicking on Save Progress and then Next ⓰ in Figure 9, on Page 6, the 
Requester Contact Information pop-up box will appear as shown in Figure 10 
below. Review the information and click Next . 
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10. After clicking Next in Figure 10, on Page 7, the Review and Complete screen will 
appear as shown in Figure 11 below. Check the box stating: I certify that the 
statements and information in this request are true and correct to the best of 
my knowledge and belief . Click Complete Request  to submit the request. 

     Please Note: Before clicking Complete Request, you may select Previous  to       
                            make any changes. 

 

 

 

 

 

 

 

 

 

11. After you click Complete Request  in Figure 11, on Page 8, a confirmation 
message will appear asking, Are you sure you are ready to complete your new 
supplier request ? As shown in Figure 12 below.   
 
Select Yes  to proceed. Your request will then be submitted. 
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12. After clicking Yes  in Figure 12, on Page 8, the My Supplier Requests Screen will 
appear as shown in Figure 13 below. This screen shows all your Supplier Requests 
submitted in the system. Use the Request Status filter to narrow down your search 
results. 

 

 

 

 

 

 

 

 

 

 

Please Note: When you connect to the Supplier Website, you have a choice to 
select Supplier Management  or Supplier Request DB . In this Job Aid, we 
demonstrated clicking on Supplier Request DB . If you choose Supplier 
Management , as shown in Figure 14 below in the upper right corner, you will 
see Quick Links , which include two options:   

• Request New Supplier: Click this option to initiate a new supplier request. 

• My Supplier Request: Click this option to view all supplier requests you 
have previously submitted. 

This is where you can also view all your Supplier Requests submitted in the 
system.  
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