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

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

Step-by-Step Instructions

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

1. Click Menu.

0 Q search 00 a 2

Welcome to Workday

Welcome It's Friday, April 5, 2024

Awaiting Your Action Your Top Apps

You're all caught up on your tasks.

Project Manager Hub

My Projects
Timely Suggestions

Here's where you'll get updates on your active items. % Requisitions

% Pay

Recommended for You

88 View All Apps




2. Click Requisition:

Menu
Apps Shorteuts

Your Saved Order

= Project Manager Hub

My Projects

Requisitions

Pay

Buyer Hub

Talent and Performance

Expense Management Dashboard

Onboarding

&e
S
=
(&

Directory

Personal Information

Expenses

Supplier Accounts

e
o=

Bank Statement Reconciliation

@ Add Apps

3. Click Edit Details.

MENU w Q search Qp @ &

< Requisitions =
Requisitions (Past 6 Months) Edit Filters Requisition Details
Open (15) Completed (0) Requesting for
REQ-10000491 *** Approved ° P—
Total A t: $256.00 Created 02/01/2024
e reseden Ordered Recerving — 0100 Mass General Brigham Incorporated
item v
Currency
REQ-10000490 *** Approved usD ($)
Total Amount: $83.68 Created on 02/01/2024 o
e Ordering Receiving invoicing Requisition Type
items
01. Goods/Supplies Request
REQ-10000488 *** Approved - ——
Total Amount: $256.00 Created on 02/01/2024 Eered [ Ervoliivg MGB MGB Administration 6 670 (REV)
1 item
Ship-To
REQ-10000486 *** Approved 158 Route 108...
Total Amount: $256.00 Created on 02/01/2024 @ N
1 item Ordered Receiving Invoicing Worktags
| Cost Center: PH1612 Supply Chain Purchasing |
REQ-10000485 - Approved IC) | Fund: FCO10 Unrestricted Operating
Total Ameunt: $107.86 Created on 02/01/2024 -
4Aitems v Srdk Fecehia Insting 2more workiags  view all worktags
REQ-10000484 *** Approved

Total Amount: $312.70 Created on 02/07/2024 ©
Ordering Receiving Invoicing

13 items v




4. Verify or update the Employee that you are Requesting for.

e 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.

e Always complete Requisition fields from top to bottom as some fields are dependent on others.

Edit Requisition Details

Requesting for* I

Requesting Entity |

Company™* 0100 Mass General Brigham Incorporated

Gurrency*

Requisition Type 01. Goods/Supplies Request

Deliver-To 399 Revolution Drive Somerville (Land) > MGB
MGB Administration & 670 (REV)

Ship-To* 158 Route 108, Somersworth, NH 03878
United States of America

Cost Center Cost Center: PH1612 Supply Chain Purchasing

Fund: FCO10 Unrestricted Gperating

Project

Gift

Additional Worktags Chief Code: 0100_80FA Computer Genter

Location: 399 Revolution Drive Somerville
(tand)




5. Verify or update the Company.

Edit Requi

Requesting for*

Requesting Entity

Company™* 0100 Mass General Brigham Incorporated

Gurrency*

01. Goods/Supplies Request

Deliver-To 399 Revolution Drive Somerville (Land) > MGB
MGB Administration & 670 (REV)

Ship-To* 158 Route 108, Somersworth, NH 03878
United States of America

Cost Center Cost Center: PH1612 Supply Chain Purchasing

Fund: FCO10 Unrestricted Gperating

Project

Gift

Additional Worktags % Chief Code: 0100_80FA Computer Genter

x Location: 399 Revolution Drive Somerville
Land)




6. Verify the Currency is USD.

e The Currency will automatically load with the default Currency of USD

Edit Requisition Details

Requesting for*

Requesting Entity

Company*

0100 Mass General Brigham Incorporated

Gurrency*

Requisition Type

01. Goods/Supplies Request

Deliver-To

399 Revolution Drive Somerville (Land) > MGB
MGB Administration & 670 (REV)

Ship-To*

158 Route 108, Somersworth, NH 03878,
United States of America

Cost Center

Cost Center: PH1612 Supply Chain Purchasing

Fund

Fund: FCO10 Unrestricted Gperating

Project

Gift

Additional Worktags

% Chief Code: 0100_80FA Computer Genter

% Locatian: 399 Revolution Drive Somerville
(tand)

7. Search for and select 01. Goods/Supplies Request as the Requisition Type.

Requi

Requesting for*

Requesting Entity

Company*

0100 Mass General Brigham Incorporated

Gurrency*

Requisition Type

01. Goods/Supplies Request

Deliver-To

399 Revolution Drive Somerville (Land) > MGB
MGB Administration & 670 (REV)

Ship-To*

158 Route 108, Somersworth, NH 03878,
United States of America

Cost Center

Cost Center: PH1612 Supply Chain Purchasing

Fund: FCO10 Unrestricted Gperating

Project

Additional Worktags

X Chief Code: 0100_80FA Computer Genter

% Locatian: 399 Revolution Drive Somerville
(tand)




8. Verify or update the Deliver-To location.

Notes:

e The Deliver-To location identifies the final location where goods or services should be provided (for example, an employee

workstation, workspace, or stock room).
e This field will automatically load with the Requester's primary Deliver-To location, but it can be modified.

e A valid Deliver-To location will contain the street address > site description.

Edit Requisition Details

Requesting for*

Requesting Entity

Company™* 0100 Mass General Brigham Incorporated

Gurrency*

Requisition Type 01. Goods/Supplies Request

Deliver-To 399 Revolution Drive Somervills (Land) = MGB
MGB Administration & 670 (REV)

Ship-To* 158 Route 108, Somersworth, NH 03878
United States of America

Cost Center Cost Center: PH1612 Supply Chain Purchasing

Fund: FCO10 Unrestricted Gperating

Project

Gift

Additional Worktags Chief Code: 0100_80FA Computer Genter

Location: 399 Revolution Drive Somerville
(tand)




9. Verify the Ship-To location defaulted from the Deliver-To.

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

e This field will automatically populate from the Deliver-To location.

Edit Requisition Details

Requesting for*

Requesting Entity

Company™* 0100 Mass General Brigham Incorporated

Gurrency*

01. Goods/Supplies Request

Deliver-To 399 Revolution Drive Somerville (Land) > MGB
MGB Administration & 670 (REV)

Ship-To* 158 Route 108, Somersworth, NH 03878
United States of America

Cost Center

Fund Fund: FCO10 Unrestricted Gperating

Project

Gift

Additional Worktags Ghisf Code: 0100_RNFA Gomputer Ganter

Location: 399 Revolution Drive Somerville
(tand)




10. Verify or update the Cost Center.

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

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

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

/I\ Critical Note:

e Cost Centers must align with the Company used on the order.

Edit Requisition Details

Requesting for* |

Requesting Entity |

Company™* 0100 Mass General Brigham Incorporated

Gurrency*

Requisition Type 01. Goods/Supplies Request

Deliver-To 399 Revolution Drive Somerville (Land) > MGB
MGB Administration & 670 (REV)

Ship-To* 158 Route 108, Somersworth, NH 03878
United States of America

Cost Center Cost Center: PH1612 Supply Chain Purchasing

Fund: FCO10 Unrestricted Gperating

Project

Gift

Additional Worktags Chief Code: 0100_80FA Computer Genter

Location: 399 Revolution Drive Somerville
(tand)




11. Enter a Grant or Gift, if applicable.

e Ifa Requisition needs to be allocated to a Grant or Gift, you must enter the Grant or Gift Worktag accordingly.
o A Project can only be used on Capital and Real Estate Non-Equipment Requisition Types.
e Ifentered, a Grant or Gift Worktag will override the Cost Center.

e If entered, the Fund code will automatically populate based on the Grant or Gift, and cannot be updated.

Edit Requisition Details

Requesting for* |

Requesting Entity |

Company™* 0100 Mass General Brigham Incorporated

Gurrency*

Requisition Type 01. Goods/Supplies Request

Deliver-To 399 Revolution Drive Somerville (Land) > MGB
MGB Administration & 670 (REV)

Ship-To* 158 Route 108, Somersworth, NH 03878
United States of America

Cost Center Cost Center: PH1612 Supply Chain Purchasing

Fund Fund: FCO10 Unrestricted Gperating

Project

Gift

Additional Worktags Chief Code: 0100_80FA Computer Genter

Location: 399 Revolution Drive Somerville
(tand)




12. Verify or update the Additional Worktags.

e 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.

Company*

Currency*

Requisition Type

Deliver-To

Ship-To*

Cost Center

Project

Additional Worktags

0100 Mass General Brigham Incorporated

01. Goods/Supplies Request

399 Revolution Drive Somerville (Land) > MGE
MGB Administration & 670 (REV)

158 Route 108, Somersworth, NH 03878,
United States of America

Cost Center: PH1612 Supply Chain Purchasing

Fund: FGO10 Unrestricted Gperating

Chief Code: 0100_80FA Computer Center

Location: 399 Revolution Drive Somerville
(Land)




13. Click Save Changes.

Company*

Currency*

Requisition Type

Deliver-To

Ship-To*

Cost Center

Project

Gift

Additional Worktags

Save Changes

0100 Mass General Brigham Incorporated

01. Goods/Supplies Request

599 Revolution Drive Somervills (Land) - MOE
MGB Administration 6 670 (REV)

158 Route 108, Somersworth, NH 03878,
United States of America

Cost Center: PH1612 Supply Chain Purchasing

Fund: FGO10 Unrestricted Gperating

X Chief Code: 0100_80FA Computer Center

x Location: 399 Revolution Drive Somerville
(Land)

14. Navigate to the Ordering Methods section, then click Connect to Supplier Website.

Total Amount: $975.00
1item v

REQ-10000989 ***
Total Amount: $95.70
1item v

REQ-10000987
Total Amount: $4,848.00
2 items v

REQ-10000915 ***
Total Amount: $130.00
1item v

REQ-10000909 “**
Total Amount: $1,398.60
1item v

REQ-10000904
Total Amount: $1,398.60
1item v

REQ-10000902 ***
Total Amount: $130.00
1item v

REQ-10000797 ***
Total Amount: $10,000.0¢

5]

1item v

REQ-10000761 ***
Total Amount: $100.00
1item v

REQ-10000760 ***
Total Amount: $120.00
1item v

Created on 02/14/2024

Approved
Created on 02/14/2024

Approved
Created on 02/14/2024

Approved
Created on 01/29/2024

Approved
Created on 01/29/2024

Approved
Created on 01/29/2024

Approved
Created on 01/29/2024

Approved
Created on 01/04/2024

Approved
Created on 12/19/2023

Approved
Created on 12/19/2023

Ordered Received

©

Grdering Receiving

©

Ordered Receiving

(o]

Ordered Receiving

©

Ordered Receiving

[©]

Ordered Receiving

©

Ordered Receiving

©

Grdering Receiving

[C]

Ordering Receiving

©

Grdering Receiving

W

Invoicing

Invoicing

Invoicing

Invoicing

Invoicing

Invoicing

Invoicing

Invoicing

Invoicing

Invoicing

Ordering Methods

|Q Connect to Supplier Website

@ Request Non-Catalog

Items




15. Click Connect.

e After clicking Connect, Workday will route to the eBuy Marketplace website.

Connect to Supplier Website A=)

Requester Currency Requisition Type
- osp" o .

Company P
G100 Mass General Brigham Incorporated ‘Goods/Supplies Request

Supplier Websites 1 item

all
=1

Logo Supplier Link Name. Multi-Supplier Supplier Deseription

=




16. Enter the Item Name or Item Number in the catalog Search bar, then press enter.

e 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.

SEARCH FAVORITES CART MY CARTS SUFPLER WESSITES ADVANCED SEARCH QUICKORDER FROFILES ALERTS

>

eBuy Marketplace

[ Jo

17. Enter the Quantity for the item to be purchased.

SEARCH FAVORITES CART MY CARTS SUFPLIER WEBSITES  ADVANCED SEARCH QUICKORDER FROFILES ALERTS
View My Cart
#ltems 0 Search Resuits
Total - 0.00
Express Checkout v Search - [ Try a new search here (Keyword, Part # etc) K-8
RelineReames: Your Search For "[TM-10000563" Yielded 1 Resuits. Sortby Default v
Description Price
Count
4
it s CONNECTOR PORT GAS SAMPLING CAREON DIOXIDE TP...  §5120USD C§ ay [ ]\Ww
VendorName : Medine Indusiries Inc
Mg Name Ambu Inc
S VendorPari® KNG7OWS  SourcngPriorty - 1
Fiierbypricss ] Q, MFG Part# 7018 uNsPsC 42272220
Customer Part# : ITV-10000563
Tags Count
Relevance : 0% Add to Favorites
{No Tags]

Vondor Catogory  Count
[No Categories]

Vendors Count
Medine Industries e~ [1]




18. Click the Add to Cart icon.

e Repeat the Search Catalog steps to add additional items to the order

SEARCH FAVORITES CART MY CARTS

View My Cart
#ltems - D Search Results
Total - 0.00

SUPPLIER WESSITES ADVANCED SEARCH QUICKORDER PROFILES ALERTS

Search - [ Try a new search here (Keyword, Part# etc)

Express Checkout »

REPNERERIE: Your Search For ITM-10000563' Yielded 1 Results.

iption

ITH-10000563 [F
Vendor Name

baia » Mfg Name Ambu Inc.
— VendorPais KNGTOTS  Sowcng Priorty
WFG Part 7018 Unspsc

Filter by prices v} Q
Tags Count
[No Tags]

Customer Part#  : ITM-10000563

Relevance : 0%

CONNECTOR PORT GAS SAMPLING CAREON DIOXIDE T P.
Mediine Industries Inc:

Sortby. Default ~

Price

$5120USD C§

a5

1
42272220

Add to Favorites

Vendor Category ~ Count
[No Categories]

Vendors Count
Medine Industries e~ [1]




19. Click the View My Cart hyperlink.

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

e Ifyou 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.

SEARCH FAVORITES CARTE MY CARTS SUPPLIER WESSITES  ADVANCED SEARGH QUICKORDER PROFILES ALERTS
My Cart
FTiems earch Results
Total - $256.00 U
Express Checkout v Search - [ Try a new search here (Keyword, Part# etc) ]
RelineReames: Your Search For "[TM-10000563" Yielded 1 Resuits. Sortby Default v
Description Price
Count
s
iisstsks - CONNECTOR PORT GAS SAMPLING CARBON DIOXIDE T P. $5120USD CS ay- [ ]\&
fmag VendorName  : Medine Industries Inc:
| Mra Name Ambunc
ks By g Vendor Part # KNG7018 Sourcing Priorty  : 1
Frierbrpress V) Q, WFG Part# 7018 uNSPsC 42272229
Customer Part# : ITV-10000563
Tags Count
Relevance : 0% Removeltem  Add to Favorites
[No Tags]

Vendor Category ~ Count
[No Categories]

Vendors Count
Medine Industries e~ [1]




20. Verify or update the Cart details.

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

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

e Click "Add to Favorites" to save an item you like.

SEARCH FAVORITES CARTE MY CARTS SUPPLIER WESSITES ADVANCED SEARCH QUICKORDER PROFILES ALERTS

My Shopping Cart

#of ltems 5 Back|
Total Value : $256.00 USD Continue Shopping

Name this Cart  : ([rovids & name for utus reireval n Checkout Fistory [Optional Update ® ) Checiout v
Sortby: 1 Detaui v

Price
CONNECTOR PORT GAS SAMPLING CARBON DIOXIDE T PC CAP STRAIGHT CS/100EA $5120USD C§ ay.5 )
Vendor Name: Mediine Industries inc
Mig Name Ambu Inc
Remove ltem  Update ltem  Add to Favorites
Vendor Part # KNGT018 Sourcing Priority - 1
MFG Part# 7018 UNSPSC 42272229
CustomerPant®  : [IM-1000USES

Back
Gontinue Shopping

Checkout v




21.

Click Checkout.

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.

SEARCH FAVORITES CARTE MY CARTS

My Shopping Cart

sofltems :5
Total Value : $256.00 USD
+ [Provide a name for future refrieval in Checkout History [Optional Update ® |

Name this Cart

(CONNECTOR PORT GAS SAMPLING CAREON DIOXIDE T PC CAP STRAIGHT CS/100EA

Vendor Name Mediine Industries inc

Mig Name Ambu Inc
Vendor Part # KNGT018 Sourcing Priority - 1
MFG Part# 7018 UNSPSC 42272229

CustomerPart#  : [TM-10000563

SUPPLIER WESSITES ADVANCED SEARCH QUICKORDER PROFILES ALERTS

Back
Continue Shopping

Checkout v
Sortby: T Default v

Price

35120 USD €5

ay.3

Remove ltem  Update ltem  Add to Favorites

Back
Gontinue Shopping

Checkout -




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.

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

Purchase ltem ITM-10000563 - CONNECTOR PORT GAS SAMPLING CARBON DIOXIDE T PC CAP STRAIGHT -

Commodity Code 42272229 - Anesthesia breathing circuits
Spend Category Med Surg General SC0287
Supplier Mediine Industries Inc
Supplier Contract (empty)
Quantity 5
Unit of Measure CcASE
Unit Cost 51.20
Extended Amount 256.00 [ |
Manufacturer (empty)
Manufacturer Part Number 7018
PeopleSoft Number (empty)
Additional tem Identifiers  Manufacturer Name Test Marketplace : AMBU INC

UNSPSC Test Marketplace : 42272229
Item Tags (empty)
Packaging String (empty)
Cart Details tem Identifier : IT-10000563

Purchase Item ID : ITM-10000563

Supplier ID : SPO0010145
Memo |

g

23. Click Checkout.

Purchase Item ITM-10000563 - CONNECTOR PORT GAS SAMPLING CARBON DIOXIDE T PC CAP STRAIGHT
Commodity Code 42272229 - Anesthesia breathing circuits

Spend Category Med Surg General SC0287

Supplier Medline Industries Inc

Supplier Contract (empty)

Quantity 5

Unit of Measure CASE

Unit Cost 5120

UNSPSG Test Marketplace : 42272229
Item Tags (empty)
Packaging String (empty)

Cart Details Item Identifier : ITM-10000563
Purchase Item ID : ITM-10000563
Supplier ID : SPO0013145

Memo

Extended Amount 256.00

Manufacturer (empty)

Manufacturer Part Number 7018

PeopleSoft Number (empty)

Additional tem Identifiers  Manufacturer Name Test Marketplace : AMBU INC

Continue Shopping +




24. Review the Deliver-To and Ship-To Address in the Shipping Address details.

x
Checkout i
SRBRFSihs General Brigharm Incorporated =" Regueiion 3ok RE00T"
v Shipping Address
Deliver-To * 399 Revolution Drive Somerville {Land) > MGB MGB Administration 6 670 (REV)

Ship-To Address 158 Route 108
Somersworth, NH 03878
United States of America

~ Regquisition Information

Request Date *[ 82/01/2024 [

x USD

Currency *

Requisition Type *[ % 01. Goods/Supplies Request

High Priority O

Submitted by

Memo to Suppliers

Internal Memo {

EED (i) (o) CD

e Next, we will add the ad hoc shipping location.

25. Click the More icon (...).

Checkout

Company Requester Status Total Amount
0100 Mass General Brigham Incorporated @ Draft 256.00 USD
v~ Shipping Address

Deliver-Ta * 399 Revolution Drive Somerville (Land) > MGB MGB Administration 6 670 (REV)

Ship-To Address 158 Route 108
Somersworth, NH 03878
United States of America

~ Regquisition Information

82/01/2024 [

x USD

Request Date *

Currency *

Requisition Type  *

% 01. Goods/Supplies Request = 1

High Priority O

Submitted by

Memo to Suppliers

Internal Memo {

.
D (i) (oo )




26. Click Edit Address.

Checkout

Company Requester Requisition Status Total Amount
0100 Mass General Brigham Incorporated -new - Draft 256.00 USD
v Shipping Address

Deliver-Ta # 399 Revolution Drive Somerville (Land) > MGB MGB Administration 6 670 (REV)

Ship-To Address 158 Route 108
Somersworth, NH 03878
United States of America

~ Regquisition Information

Request Date *[ 82/01/2024 [

X USD

Currency *

Requisiion Type *| x 01. Goods/Supplies Request

High Priority O

Submitted by

Memo to Suppliers

Edit Requisition Defaults

Edit Address

Cancet

D (i) (oo ) ()

Internal Memo {

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.

Edit Address

Click Apply to use the deliver-to and ship-1o address on the requisition header and all fines.

Deliver To x 399 Revolution Drive = =
Somenville (Land) > MGB

MGE Administration 6 670

(REV)

Ship-To Address x 158 Route 108 Somersworth, NH =
03878 United States of America

Use Alternate Address ]

o




28. Select the Use Alternate Address checkbox.

x
Edit Address
Click Apply to use the defiver-to and ship-to sddress on the requisition header and sl ines
DeliveriTo % 399 Revolution Drive
Somerille (Land) > MGE
MGB Administration 6 670
(REV)
Ship-To Address x 158 Route 108 Somersworth, NH
03675 United States of America
Use Alternate Address  []
o
29. Click Add.
x

Edit Address

Click Apply to use the deliver-to and ship-to address on the requisition header and all lines.

Deliver-To % 399 Revolution Drive
Somerville (Land) > MGE
MGE Administration 6 670
(REV)

Ship-To Address (empty)

Use Alternate Address

o




30. Verify or update the Effective Date.

e The Effective Date will default to today's current date, but it can be modified if needed.

Edit Address

Click Apply to use the deliver-to and ship-1o address on the requisition header and all fines.

Deliver-To x 399 Revolution Drive = =
Somenville (Land) > MGB
MGB Administration 6 670
(REV)

Ship-To Address (empty)

Use Alternate Address

Effective Date *

Country *| X United States of America

Address Line 1 * [ |

Address Line 2 [

City *

%

State

Postal Code  *

County [

o

31. Verify or update the Country.

Edit Address

Click Apply to use the deliver-to and ship-1o address on the requisition header and all fines.

Deliver-To x 399 Revolution Drive = =
Somenville (Land) > MGB
MGB Administration 6 670
(REV)

Ship-To Address (empty)

Use Alternate Address

Effective Date + | 82/81/2024 [

Country *I X United States of America

Address Line 1 * [ |

Address Line 2 [

City *

%

State

Postal Code  *

County [

o




32. Enter the Address.

Edit Address

Click Apply to use the deliver-to and ship-1o address on the requisition header and all fines.

Deliver-To x 399 Revolution Brive
Somerville (Land) > MGE
MGE Administration 6 670
(REV)

si

-To Address (empty)

Use Alternate Address

Effective Date + | 82/81/2024 [

X United States of America

Country *

Address Line 1 %

Address Line 2 [

City *

%

State

Postal Code  *

County [

o

33. Enter the City

Edit Address

Click Apply to use the deliver-to and ship-1o address on the requisition header and all fines.

Deliver-To x 399 Revolution Brive
Somerville (Land) > MGE
MGE Administration 6 670
(REV)

Ship-To Address (empty)

Use Alternate Address

Effective Date + | 82/81/2024 [

X United States of America

Country *

Address Line 1 * [ 156 Route 108

Address Line 2 [

City *

State *

Postal Code  *

County [

o




34. Enter the State.

Edit Address

Click Apply to use the deliver-to and ship-to address on the requisition header and all lines.

Deliver-To % 899 Revolution Drive
Somerville (Land) > MGB
MGE Administration 6 670
(RE)

Ship-To Address (empty)

Use Alternate Address

Effective Date + | 82/01/2024 [

Country *

% United States of America

Address Line 1 * | 156 Route 108

Address Line 2 l

City * | Somersworth

State

*

Postal Code

County [

o

35. Enter the Postal Code.

e A valid Postal Code is required for the selected State.

Address

Click Apply to use the deliver-to and ship-1o address on the requisition header and all fines.

Deliver-To x 399 Revolution Drive
Somenville (Land) > MGB
MGB Administration 6 670
(REV)

Ship-To Address (empty)

Use Alternate Address

Effective Date * | B2/81/20824 [£]

Country *

X United States of America

Address Line 1 % | 156 Route 108

Address Line 2 [

city | Somersworth

State * ‘[ X New Hampshire ]
Postal Code [

Gounty [

=




36. Click Apply.

Effective Date + | 82/81/2024 [£]

Country * [ X United States of America.

Address Line 1 * | 156 Route 108

Address Line 2

city +| Somersworth

Postal Code  *

County

[
[

[
. —
[

[

Usage

Type Business
Primary O

Use For Billing

Remit To
Shipping

37. Verify or update the Requisition Type.

~ Regquisition Information

Request Date *| 02/01/2024 ]

Currency *[ x UsD

Requisition Type X 01. Goods/Supplies Request

High Priority

‘Submitted by

Memo to Suppliers

Internal Memo

item Description *Spend Category. “*Quantity

x 0100 Mass ITM-10000563 - CONNECTOR POR  <M: CONNECTORPORT | ¢ Med Surg General Quantity %
General Brigh scoze7 s
eneral Brigham TGAS SAMPLING CARBON DIOXID v oo s

Incorporated ETPC CAP STRAIGHT STRAIGHT CS/100EA Unit of M *

CASE

v Services

aerrelarrrrles




38. Select the High Priority checkbox, if applicable.

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

e Ifselected, additional charges may incur.

~ Regquisition Information

Request Date +| 82/01/2024 [

Currency *| X USD EE]
Requisition Type  *| x 01. Goods/Supplies Request EE]

Memo to Suppliers

Internal Mermo

High Priority m
Submitted by

(5) Order  image Company. Item Purchase ltem item Description “Spend Category *Quantity Unit Cost

% 0100 Mass ITM-10000563 - CONNECTOR POR ~ =M: CONNECTOR PORT. « Med Surg General Quiarittty, &, Unit Cost
General Brigham TGAS SAMPLING CARBON DIOXID | re SiMPLING GARBON stozay £ e
Incorporated £7TPC CAP STRAIGHT
STRAIGHT CS/100EA Unit of Measure *
CASE
= >
v Services -

D ) Commrmn ) &




39. Use the Memo fields to communicate with the Supplier and/or Supply Chain.

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

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

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

~
x
~ Regquisition Information
Request Date +| 82/01/2024 [
Currency *| x USD .-
Requisition Type  * | x 01. Goods/Supplies Request
High Priority [
‘Submitted by
Memo to Suppliers
Internal Memo
v~ Goods
Titen /B2
®  order Image Company. Item Purchase ltem Item Description *Spend Category *Quantity Unit Cost
x 0100 Mass il ITM-10000563 - CONNECTOR POR | M CONNFGTORFORT |, Med Surg General Dlisenrn UnitCant
General Brigham T GAS SAMPLING CARBON DIOXID o e N scozs7 s s
Incorporated
ET PC CAP STRAIGHT STRAIGHT CS/100EA ——
CASE
< >
v Services -
D o) Commnmn ) ()
40. Scroll down to the Goods section, then verify the line item details.
x
~ Regquisition Information
Request Date +| 82/01/2024 [
Currency *| x usp - = ]
Requisition Type  * | x 01. Goods/Supplies Request = ]
High Priority [}
‘Submitted by
Memo to Suppliers [
4
Internal Memo [ J
4
v~ Goods
Titemn M
®  order Image Company. Item Purchase ltem Item Description *Spend Category *Quantity Unit Cost
% 0100 Mass el ITM-10000563 - CONNECTOR POR E":’g%‘l’;’ﬁ%g’:igg& « Med Surg General Quiarittty, &, Unit Cost
General Brigham TGAS SAMPLING CARBON DIOXID g0 o M V2 scozs7 s s
Incorporated -
ETPC CAP STRAIGHT STRAIGHT CS/100EA —
CASE
< >
v Services -
D o) Commnmn ) ()




41. Scroll right, then review the updated (ad hoc) Ship-To Address details.

~ Regquisition Information

Request Date *| 82/01/2024 [

X USD

Currency *

Requisition Type  *| x 01. Goods/Supplies Request

High Priority [

‘Submitted by

Memo to Suppliers [

Internal Memo [

v~ Goods
Titern m
Category “Quantity Unit Cost Extended “Deliver-To “Ship-To Address Ship-To Contact “Suppiier Order
unt
Med Surg General Quantity * Unit Cost 25600 | 390 Revolution o= % 156 Route 108 = = | | Medlinelndustias ine
scozs7 5 5120 Drive Somerville Somersworth, NH
(Land) > MGB 03878 United States of
Unit of Measure * MB Amarica
CASE 670 (REV)
. »
v Services -
D o) Comrn )

42. Click Submit.

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

e The Requisition will also save in Draft Status if you have not entered the required information or have unresolved errors.

~ Regquisition Information

Request Date * [ 82/01/2824 [

Currency B

Requisition Type  * | x 01. Goods/Supplies Request

High Priority O

Submitted by

Memo to Suppliers

Internal Memo [

v~ Goods
1item [nn 0
Extended “Deliver-To “Ship-To Address Ship-To Contact “Supplier Ordler- i PPl Supplier tem Identifier
256.00 KNG7018 W
399 Revolution .. x 156 Route 108 = - i= | Medline Industries Inc = }
Drive Somerville ), NH
(Land) > MGB 03878 United States of
Mo America
Administration 6
670 (REV)
‘ [ ] 3

( Save for Later ) C Continue Shopping ) @




43. Verify that the Requisition process has been submitted successfully, then click the Close icon (X).

You have submitted!

44. Review what is next in the Requisition process.

= mEnU w Q search £p & a

Requisitions A=l
Requi ONS  (Past 6 Months) Requisition Details
Open (16)  Completed (0) Requesting for
sEQI-: 00004:225;;@ ® o
t t: $256. t
e bl Ordering Recerving — 0100 Mass General Brigham Incorporated
item ~
Currency
REQ-10000491 *** Approved usD ($)
Total Amount: $256.00 Created on 02/01/2024 o
A Ordered Receiving invoicing Requisition Type
item
01. Goods/Supplies Request
REQ-10000490 *** Approved © - ——
Total Amount: $83.68 Created on 02/01/2024 Bidering Feceling Twolilig MGB MGB Administration 6 670 (REV)
4 items v
Ship-To
REQ-10000488 *** Approved 156 Route 108...
Total Amount: $256.00 Created on 02/01/2024 @
1 item Ordered Receiving Invoicing Worktags
| Cost Center: PH1612 Supply Chain Purchasing
REQ-10000486 *** Approved © [ Fund: FCO10 Unrestricted Operating
Total Amount: $256.00 Created on 02/01/2024 -
T item e Peseivin L 2 more workiags w all worktags
REQ-10000485 *** Approved

total Amount: $10..86 Created on Uz/01/2024 © E—
Ordering Receiving ticing

4items v




45. Review the Requisition's Fulfillment Status.

’V-V\ Q search & § a

Requisitions

Requisitions (Past 6 Months) Requisition Details

Open (16)  Completed (0) Requesting for

REQ-10000492 *** Approved
Comy
Total Amount: $256.00 Created on 02/01/2024 G Ligu |

| Ordering Receiving Invoicing 0100 Mass General Brigham Incorporated
item

Currency
REQ-10000491 *** Approved usD ($)
Total Amount: $256.00 Created on 02/01/2024

Ordered Receiving invoicing Requisition Type
1 item

01. Goods/Supplies Request
REQ-10000490 Approved
Total Amount: $83.68 Created on 02/01/2024
4items

Deliver-To

Receiving Invoicing MGB MGB Administration 6 670 (REV)
Ship-To

REQ-10000488 *** Approved 156 Route 108...

Total Amount: $256.00 Created on 02/01/2024 ©
Ordered Recelving Invoicing Worktags

[ Cost Center: PH1612 Supply Chain Purchasing ]

Fund: FCO10 Unrestricted Operating

2 more workiags orktags

1 item

REQ-10000486 *** Approved
Total Amount: $256.00 Created on 02/01/2024 ®

Ordered Receivin invoicin
1item ~ o -

REQ-10000485 *** Approved

Total Amount: $107.86 Created on 02/01/2024 © Edit Details
Receiving Invoicing

4items v

46. Click the Related Actions icon for the Requisition.

= mEnu W Q search Oo & a

Requisitions

Requisitions (Past 6 Months)
Open (16)  Completed (0) Requesting for
REQ-10000492 [] pproved

Total Amount: $256.00 reated on 02/01/2024
1item v

® Company
Ordering Receiving Invoicing 0100 Mass General Brigham Incorporated

Currency
REQ-10000491 *** Approved
Total Amount: $256.00 Created on 02/01/2024 @
Ordered Receiving Invoicing

1 item v

01. Goods/Supplies Request
REQ-10000490 ** Approved
Total Amount: $83.68 Created on 02/01/2024
4items v

Deliver-To
Ordering Receiving Invoicing MGB MGB Administration 6 670 (REV)
Ship-To
REQ-10000488 *** Approved 156 Route 108...
Total Amount: $256.00 Created on 02/01/2024
1item

Ordered Receiving Invoicing Worktags
[ Cost Center: PH1612 Supply Chain Purchasing ]

Total Amount: §256.00 Created on 02/01/2024

Ordered Receiving Invoicing

1 item 2more worktags  view all worktags

REQ-10000485 *** Approved

Total Amount: $107.86 Created on 02/01/2024 © Start Regq n @
Ordering Receiving Invoicing

Aitems v




47. Click View.

e Alternatively, you can click to Edit or Cancel the Requisition before it has been approved.

~
= menu w Q search P L a
Requisitions
Requisitions (Past 6 Months) Requisition Details
Open (16) Completed (0) Requesting for
:EQI-; 00004:22 Approved —
. apEA o K —
10 ° Amean Ordering Receiving Invoicing 0100 Mass General Brigham Incorporated
ftem
e REQ-10000492 X &
urrency
REQ-10000491 usD (8)
Total Amount: $2¢ o
" Ordlered Receiving Invoicing Requisition Type
ftem
01. Goods/Supplies Request
REQI-‘I 0000420 rc:d @ Deliver-To
Total Amount: $83.68 Created on 02/01/2024 Grdering Feceling, Twolilig MGB MGB Administration 6 670 (REV)
aitams v
Ship-To
REQ-10000488 “** Approved 156 Route 108...
Total Amount: $256.00 Created on 02/01/2024 ®
1 item Ordered Receiving Invoicing Worktags
[ Cost Center: PH1612 Supply Chain Purchasing ]
REQ-10000486 Approved Fund: FCO10 Unrests
Total Ameunt: $256.00 Created on 02/01/2024 @
1 item Ordered Receiving Invoicing T
REQ-10000485 *** Approved
Total Amount; $107.86 Created on 02/01/2024 ©
Ordering Receiving invoicing
Aitams ~
48. Review the Requisition details.
~
= menu w Q search P L a

View Requisition Rec-10000492 =

Requester

Company
0100 Mass General Brigham Incorporated Employee:

v~ Shipping Address

Deliver-Ta

~ Regquisition Information

Request Date
Currency

Requisition Type

High Priority

Submitted by

Consolidate Requisitions on Purchase Orders

Exclude Ship-To Address when Consolidating Requisition Lines
Memo to Suppliers

Internal Memo

Status
Successfully Completed

@ 399 Revolution Nrive Somerville (| and) > MGR MGR Administration 6 670 (RFV)

Ship-To Address @ 156 Route 108 Somersworth, NH 03878 United States of America

02/01/2024
usD
01. Goods/Supplies Request

No

No
No
(empty)

(empty)

Total Amount
256.00 USD

> Alternate Address




49. Click Alternate Address.

Currency usD
Requisition Type 01. Goods/Supplies Requast
High Priority No

Submitted by -

Consolidate Requisitions on Purchase Orders No

No
Memo to Suppliers

Internal Memo
Alternate Addres: @

Goods Lines Process History

Goods Lines 1 tem e m o = E

Extended
Line Image Company Amount | Deliver-To Ship-To Address Ship-To Cor

a 0100 Mass General Brigham 256.00 | © 399 Revolution Drive © 156 Route 108 -
Incorporated Somenille (Lanc) >MGBMGE | Somersworth, NH 03878 United
Administration 6 670 (REV) States of America
Hem Description
eM: CONNECTOR PORT GAS SAMPLING
CAREON DIOXIDE T PC CAP STRAIGL..more | 5

‘Spend Category.
Med Surg General 5C0287

Activity (0)

50. Review the Alternate Address details.

© Alternate Address

Alternate Address
Effective Date  02/01/2024

Country United States of America

Enter Western Script  Yes

Address Line 1 156 Route 108
AddressLine2  (empty)
Someraworth
New Hampshire
Postal Code 03878

County (empty)

Usage

Type Business
Primary

Billing
Remit To
Shipping

Public

Comments  (empty)

Process History

Goods Lines 1 ftem




51. Scroll down to the Goods Lines section, then review the Goods Lines details.

Business

Billing
Remit To
Shipping

Public

(empty)

Process History

Goods Lines 1 ftem

HE=kE . &

Image ‘ Gompany

0100 Mass General Brigham
Incorporated

Item Description
2M: CONNECTOR PORT GAS SAMPLING
CAREON DIOXIDE T PC CAP STRAIGI...more

‘Spend Category
Med Surg General SC0287

s

Ordered

5

Extended
Amount | Deliver-To
25600 | © 399 Revolution Drive

Someniile (Land) > MGB MGB
Administration 6 670 (REV)

Ship-To Address

& 156 Route 108
Somersworth, NH 03878 United
States of America

Activity (0)

O | v e

52. Click the Process History tab.

Business

Billing
Remit To
Shipping

Public

(empty)

Goods Lines 1 ftem

Line Image ‘ Gompany

a 0100 Mass General Brigham
incorparated

Item Description
2M: CONNECTOR PORT GAS SAMPLING
CAREON DIOXIDE T PC CAP STRAIGI...more

‘Spend Category
Med Surg General SC0287

s

Ordered

5

Activity (0)

O | v e

Deliver-To
© 399 Revolution Drive

‘Somenville (Land) > MGB MGE
Administration & 670 (REV)

EETMO.oE

Ship-To Address Ship-To Cor

& 156 Route 108
Somersworth, NH 03878 United
States of America




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

Visibility Public 3
Comments  (empty)
Goods Lines Process History
Procsss History aSiters i Eol o B
Process Step. Status Completed On Due Date Person (Up 1o 5) AllPersons | Comment
Requisition Event Requisition Event Step Completed 02/01/202407:21:01 AM | 02/0372026 1
Requisition Event Complete Questionnaire Not Required 02/03/2024 o
Requisition Event Review Requisition Nt Required 02/03/2024 o
Requisition Event Approval by PPE Approver Nt Required 02/03/2024 0
Requisition Event Approval by Radiosafety Approver Nt Required 02/03/2024 [
Requisition Event Approval by Radiosafety Approver Buyer Not Required 02/03/2024 [ -
Requisition Event Approval by Project Manager Nt Required 02/03/2024 [
Requisition Event Approval by Project Level 2 Approver Not Required 02/03/2024 0
Requisition Event Approval by Project Level 3 Approver Not Required 02/0312024 o
Requisttion Event Approval by Project Level 4 Approver Not Required 02/03/2024 o
Requisition Event Approval by GL Business Owner - Cost Center Level 3 Nt Required 02/03/2024 o
Requisition Event Approval by Project Manager Not Required 02/03/2024 0

items per page

30 v | 1-300f 33 items

Process Complete

Congratulations, you have learned how to Create and Manage a Requisition for Goods / Supplies with an Ad Hoc Shipping Location in
Workday!




