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      How a PI Searches for a Supplier in the Catalog Section  
 

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

2. In the search bar shown below in Figure 1, type in Create a Requisition or Create  
and click enter. 
 
 
 
 
 
 
 

3. After pressing enter in Figure 1, the Create Requisition screen will appear as 
shown in Figure 2 below . Click on Create Requisition . 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Figure 1 

Figure 2 
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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 4, on Page 3. 

 

 

 
 
 
 
 
 
 
 
 
 
 
      
 
 
 
      
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 3 
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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 . 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 4 
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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.  
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 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.  Enter a portion of the 
Supplier’s Name in Search Bar  and click Search        . A list of Suppliers will be 
presented with available Quick Filters  on the left side to assist in narrowing down 
your search as shown in Figure 7 below. If you click on a Supplier  the Supplier 
Details screen will appear as shown in Figure 8, on Page 5. 
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Figure 6 
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8.   After clicking on a Supplier  in Figure 7, on Page 5 the Supplier Details screen  

  will appear as shown in Figure 8 below.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 8 

 


