
 

 

Create Requisition & Utilize Requisition App - Goods /
Supplies Request (Ad Hoc Shipping Location)

  

The following job-aid explains how to Create and Manage a Requisi�on for Goods / Supplies with an Ad Hoc Shipping Loca�on in Workday.

  

Purpose

Step-by-Step Instructions

 Note:

The Create Requisition task is available to those with Requisition Requester access.

1. Click Menu.
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2. Click Requisitions.

3. Click Edit Details.
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4. Verify or update the Employee that you are Requesting for.

 Note:

The Requesting for field will automatically load with your User Name, but it can be modified if you are ordering on behalf of
another Employee.

 Critical:

Always complete Requisi�on fields from top to bo�om as some fields are dependent on others.
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5. Verify or update the Company.

 Note:

The Company will automatically load with the Requester's primary Company, but it can be modified if needed.
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6. Verify the Currency is USD.

 Note:

The Currency will automatically load with the default Currency of USD
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7. Search for and select 01. Goods/Supplies Request as the Requisition Type.
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8. Verify or update the Deliver-To location.

 Notes:

The Deliver-To location identifies the final location where goods or services should be provided (for example, an employee
workstation, workspace, or stock room).

This field will automatically load with the Requester's primary Deliver-To location, but it can be modified.

A valid Deliver-To location will contain the street address > site description. 
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9. Verify the Ship-To location defaulted from the Deliver-To.

 Notes:

The Ship-To location is the address where the order will be shipped (e.g., a main building or loading dock).

This field will automatically populate from the Deliver-To location.
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10. Verify or update the Cost Center. 

 Notes:

This field will automatically load with the Requester's primary Cost Center, but it can be modified. 

If you order for multiple Cost Centers, be sure to select the Cost Center you intend to use for this order. 

The Fund code will automatically populate based on Cost Center, and cannot be updated. 

 Critical Note:

Cost Centers must align with the Company used on the order.
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11. Enter a Grant or Gift, if applicable.

 Notes:

If a Requisition needs to be allocated to a Grant or Gift, you must enter the Grant or Gift Worktag accordingly.

A Project can only be used on Capital and Real Estate Non-Equipment Requisition Types.

If entered, a Grant or Gift Worktag will override the Cost Center.

If entered, the Fund code will automatically populate based on the Grant or Gift, and cannot be updated.
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12. Verify or update the Additional Worktags.

 Note:

Additional Worktags will default from other Worktags selected above (e.g., Location defaults from Cost Center) and should ONLY
be updated to add a Provider, Chief Code, etc.; do not remove the default Additional Worktags. 
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13. Click Save Changes.

 Note:

Saving changes to the Requisition Details will retain the field selections and apply them to the next order.
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14. Navigate to the Ordering Methods section, then click Connect to Supplier Website.
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15. Click Connect.

 Tip:

After clicking Connect, Workday will route to the eBuy Marketplace website.
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16. Enter the Item Name or Item Number in the catalog Search bar, then press enter.

 Tips:

Search for an item using the Search bar by entering keywords such as a product description, supplier name, supplier part number,
manufacturer part number, Peoplesoft legacy number, etc.

17. Enter the Quantity for the item to be purchased.
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18. Click the Add to Cart icon.

 Note:

Repeat the Search Catalog steps to add additional items to the order
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19. Click the View My Cart hyperlink.

 Tips:

Alternatively, click Express Checkout to return to Workday and complete the Requisition process.

If you select Express Checkout, you cannot revise the products in the order once you return to Workday. In order to revise the
quantity, you will need to remove the line and click Continue Shopping to navigate back to eBuy Marketplace.
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20. Verify or update the Cart details.

 Tips:

Click "Remove Item" to delete something from your cart.

Click "Update Item" to change an item's details.

Click "Add to Favorites" to save an item you like.
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21. Click Checkout.

 Tips:

If desired, click Continue Shopping to add additional items to the cart.

Next, the items / products in your Cart from eBuy Marketplace will be transferred to your Shopping Cart in Workday and you will
be routed back to Workday to complete the Requisition process.

21



22. Scroll down, then enter a comment or instruction as a Memo for each item in your Cart in Workday that was transferred from the
Marketplace.

 Note:

While optional, the Memo can be used to provide additional information to the Supplier.

23. Click Checkout.
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24. Review the Deliver-To and Ship-To Address in the Shipping Address details.
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 Note:

Next, we will add the ad hoc shipping location.

25. Click the More icon (...).
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26. Click Edit Address.
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27. Verify or update the Deliver-To and Ship-To Address. In this example, we will leave the Deliver-To and Ship-To Address alone
because we will be entering an ad hoc shipping address.
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28. Select the Use Alternate Address checkbox.
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29. Click Add.
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30. Verify or update the Effective Date.

 Note:

The Effective Date will default to today's current date, but it can be modified if needed.
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31. Verify or update the Country.
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32. Enter the Address.
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33. Enter the City.
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34. Enter the State.
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35. Enter the Postal Code.

 Critical:

A valid Postal Code is required for the selected State.
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36. Click Apply.

37. Verify or update the Requisition Type.
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38. Select the High Priority checkbox, if applicable.

 Notes:

While optional, the High Priority designation should only be selected for Next Day Shipping.

If selected, additional charges may incur.
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39. Use the Memo fields to communicate with the Supplier and/or Supply Chain.

 Notes:

Enter comments or instructions to the Supplier in the "Memo to Suppliers" field.

Enter comments or instructions to the Buyer, Receiving Specialist, and/or Approvers in the "Internal Memo" field.

The "Internal Memo" field will not populate on the Purchase Order document that goes out to the Supplier.

40. Scroll down to the Goods section, then verify the line item details.
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41. Scroll right, then review the updated (ad hoc) Ship-To Address details.
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42. Click Submit.

 Notes:

Click "Save for Later" to save the Requisition and edit at a later time. The Requisition will save in Draft Status.

The Requisition will also save in Draft Status if you have not entered the required information or have unresolved errors.
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43. Verify that the Requisition process has been submitted successfully, then click the Close icon (X).
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44. Review what is next in the Requisition process.
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45. Review the Requisition's Fulfillment Status.
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46. Click the Related Actions icon for the Requisition.
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47. Click View.

 Note:

Alternatively, you can click to Edit or Cancel the Requisition before it has been approved.
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48. Review the Requisition details.
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49. Click Alternate Address.

50. Review the Alternate Address details.
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51. Scroll down to the Goods Lines section, then review the Goods Lines details.

52. Click the Process History tab.
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53. Review the Process History details to see the approval requirements and applicable Next Steps.

 Process Complete

Congratula�ons, you have learned how to Create and Manage a Requisition for Goods / Supplies with an Ad Hoc Shipping Loca�on in
Workday!
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