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How a Pl 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.
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Good Afternoon, On Behalf of: Paul Price

Q create requisition o ® F|gure 1

3. After pressing enter in Figure 1, the Create Requisition screen will appear as
shown in Figure 2 below 0. Click on Create Requisition ©.

[ People (0) H Tasks and Reports (4) H Learning (0) H All categories v l

# Workday Assistant

Here is the best match for your ask:

Create Job Requisition

You might also be interested in:

(My Candidales) ( Refer a Candidale) <0pen an Evergreen Requisition )

Tasks and Reports

Create Requisition o
Task

Create Requisition Template
Task

Requisition Templates

Report

View requisition templates, including templates you created as well as shared templates. Enables you
to generate requisitions using these templates or change your templates. Required prompt: none

Optional prompt: none

Can't find what you are looking for?

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.

Requisition Details

Requesting for
Paul Price [C]

Company
RFCUNY

Currency
UsD ($)

Requisition Type
Training Supplies

Ship-To
695 Park Avenue...

Worktags
| Location: HUNTER COLLEGE

Ordering Methods

Connect to Supplier Website o

[

Request goods and services from
Supplier Websites

Request Non-Catalog ltems

Add a good or service that is not in the
catalog

E Add from Templates and Requisitions

Select from Requisition templates and
past Requisitions

S 7 Select from My Procurement Favorites

Select from my Favorite items

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 ©.

Connect to Supplier Website

Company Requester Currency Requisition Type
RFCUNY Research Foundation of the City University of New York Paul Price €] USD Training Supplies

Il
8

Supplier Websites 11te

Logo Supplier Link Name Muiti-Supplier Supplier Description Comnect

Jaggser - Punchout N
Connect t )

Continue Shopping Cancel

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.

Shop * Shopping Home

Shopping Home Supplier Management Supplier Requester DB

Shop
Goto

simple  Advanced

search for products, suppliers, forms, part number, etc

Organization Message

welcome tothe RF CUNY TEST SITE

My Draft Carts
Showing Results 1-10f 1
NUMBER CART CART TYPE

4414670 2025-11-18 cw100025 02 My Drafts

My Purchase Orders

DATE |,

11/18/2025

TOTAL

0.00uUsD

Showcases

Office Furniture/Office Supplies

vari.

Hosted Catalog

Educational Supplies

Electronics

SEBET

community

Hosted Catalog

i)

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 @ ﬂ 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.

Supplier Search

Stipend Vendors

Total Suppliers: 22

Shop - Supplier Requester DB

Company Name &

Benito Antonio Martinez Ocasio

Cielo Gonzalez

i ALEXIS HARPER
©

4

©

i Bill Smith

@

i Celia Cruz

@

4

@

Supplier Requester DB

Search Monte

Registration Status =

Profile Complete
Profile Complete )

G )
In Progress

Invited

Profile Complete

e

Advanced search

Last Invitation Date ~

11/25/2025
10/14/2025
9/4/2025

9/4/2025

Registration Date =

Ej _
Request New Supplier

(4]

11/25/2025

10/14/2025

9/4/2025

9/4/2025

11/6/2025

Figure 6

= Search Suppliers

Quick Filters My Searches

Approved By

dandu1, mukund?
Jones, Sal
Tester, RF

Approver, TSM

Stole, Cole

+ See More
Commodity Code
No Commodity Code
Contract Party Type
Supplier

Country of Origin

United States
No Country

Liechtenstein

Current Registration Step
Invalid TIN Status

Current Review Step

‘Supplier Changes PROC Review

Customer Commodity Code

<

© showi More

<

<

<

© show More

<

<

Relationship: In Network »  Status: Enabled for Pro

1-9 of 9 Results

Company Name =

Monte, Maonte (Monte Supplies)

Mente Pizza (Monte Pizza
rn (Foreign))

Monte 101

Mente Tacos

Mente Burrito 4

Monte Pizza

MONTESSORI SERVICES

MONTELEON LAW, PLLC

MONTEFIORE MEDICAL
CENTER

~ Monte

Supplier
Classes

L 2)
¥

Last Modified ¥

10/16/2025
9:13:42 AM

11/4/2025
12223 PM

11/6/2025
4:02:47 PM

10/28/2025
470:57 PM

9/27/2025
10:41:53 PM

3/25/2025

9:43:00 AM

9/23/2025
11:16:36 AM

10/30/2025
1:34:40 PM

9/23/2025
11:35.17 AM

Q @ AddFilter »

Supplier

Number ¥ Status ¥
Profile Complete
Approved

1004944706 Approved

103241-0

142738-0

1089750

Type

Individual

Foreign Entity

US Entity

US Entity

US Entity

US Entity

None

None

MNone

Date ¥

8/5/2024

8/20/2024

10/1/2024

6/5/2025

9/23/2025

Clear All Filters

Supplier
Type

Non-Catalog

Non-Cataleg

Non-Catalog

Non-Catalog

Non-Cataleg

Non-Catalog

Non-Catalog

Non-Catalog

Non-Catalog

Msaveas ~

Duns
Number ¥

123456788

A PinFilters ~  Actions ~

¥ 20PerPage v

Diversity Classification

Minority Owned Small Business
(MOSB), Small Business

Small Business, Small Disadvantaged
Business (SDB), Weman-Owned Small
Business (WOSB)

Small Business, Woman-Owned Small
Business (WOSB)

HUBZone Small Business (HUBZ), Small
Business, State of New York Certified
Women-Owned Business Enterprise (NY-
WBE)

Small Business, State of New York
Certified Minority-Owned Business

Enterprise (NY-MBE)

None (None)

None (None)

None (None)

None (None)

Figure 7
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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.

Supplier 360 ?
Supplier Details 21 Internal Notes o2

£ |n Network Monte SUPP"es = There are no Internal Notes to

o I ; Legal Name Monte, Monte display.

nal or Procuremen
Monte Suppli
@ Eenabled for Contracts baA L
D Non-Catalog @ Aliases
Supplier No =

3rd Party Ref No &

Date of Last Order 9/26/2024
Registration Status Profile Complete
v
e ]
Supplier Information o

There are no search results to display for this Suppliers search.

Contract Alerts o & 2

w Filter Contract Alerts

Figure 8



