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      How a PI Requests a New Supplier  
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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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 7, on Page 5. 

 

 

 
 
 
 
 
 
 
 
 
 
 
      
 
 
 
      
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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 . 
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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 

 

 

 



 

5 
 

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 Supplier 
Request Form then enter the name of the Payee  and click Submit  as shown in 
Figure 8 below. 
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8. After clicking on a Submit  in Figure 8, on Page 5 the Instructions screen  

will appear as shown in Figure 9 below.  
 
Click Next .   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 9 
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9. After clicking Next in Figure 9, Page 6, the Questions step will appear as shown in 
Figure 10 below. Complete the form in the Company Information section and click 
Next . 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 10 
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10.  Ater clicking Next  in Figure 10, Page 7, the Requester Contact Information 
screen will appear as shown in Figure 11 below. Now click Next , 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

11.  After clicking Next , in Figure 11 above, the Review and Complete screen will 
appear as shown in Figure 12 below. Review and click Certification Box .  
A Confirm pop-up box will appear as shown in Figure 13 below and click Yes . 
Then click Complete Request  in Figure 12. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 11 

 

 

 

Figure 12 

Figure 13 

 



 

9 
 

12. After clicking Yes  on Page 8, Figure 13, the My Supplier Requests Screen will 
appear as shown in Figure 14 below. This screen will show all your Supplier 
Requests submitted within the system. Use the Request Status filter to narrow down 
your search results. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 14 


