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Background
The Requisitions worklet provides a single location where you can:
e Create and submit requisitions.
e Check the status of recent open and completed requisitions including items received or
invoiced.

Instructions

How to Create a Requisition:
1. Select the Requisitions Worklet from the Menu on your Home page.
2. Review and adjust Requisition Details as necessary.
3. The Ordering Methods card in the Requisitions Worklet includes these methods for
completing a requisition order:

Ordering Method Description
Search Catalog e Use the Search Bar to search for and add catalog items.
Request Non-Catalog e Create requisition requests items that aren't in the catalog by completing the
Items fields in the Non-Catalog Request form.

e Add the item(s) to your cart

Connect to Supplier e Complete orders using a linked supplier website. Workday sends items that you
Website order from an external supplier to the Requisitions worklet. Complete and
submit these items as a regular requisition.

Add from Templates e Add from templates for commonly ordered groups of items.
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Ordering Method Description
Select from My e Order items that you've selected as favorites in your cart from previous
Procurement requisitions.
Favorites

4. Once you have completed the appropriate steps for your chosen order method and all items

have been added, view the items and their quantities in your cart by clicking My Cart.

In checkout, review the order lines and add any missing required information (marked with *).
Make any necessary adjustments to Quantity and Unit of Measure for each line.

Add any pertinent notes or memos to the appropriate fields.

When your review is complete, click Submit. Note: If a red Error banner appears, click the
banner and follow the instructions to correct any errors. Once corrected, click Submit.
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How to View Requisitions:
1. Select the Requisitions Worklet from the Menu on your Home page to display information
from your Requisitions.
2. Toggle between Open and Completed Requisitions as necessary.

The Open tab displays up to 100 open requisitions in these statuses:

Business Process Status Description
Draft You can edit or delete the requisition.
Pending Approval You can edit the requisition in this status.
Approved You can't edit the requisition in this status.
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The Open tab also displays statuses for the items within the requisition based on the order

timeline:
Purchase Order Status Description
Awaiting Order The buyer hasn't sourced the item yet.
Ordered The supplier has submitted a purchase order number for the item.
Received The buyer has received a purchase order for the item.
Invoicing The buyer has paid the supplier for the item.

3. Click Edit Filters to enter search criteria to locate specific Requisitions.
4. Click on the available links on the Requisition detail lines to review information from the Requisitions
displayed.
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