Create a Requisition in WD

1) Logon to Workday

2) Enter “Create Requisition” in the search field (or just type in the first 4 letters of each word). The
“Create Requisition Task” will appear below.

Q create requisition

= Create Requisition
Task

3) Select Create Requisition task and the “Create Requisition” page will appear.

Create Requisition

T

Company * | x Brigham Young University-
Hawaii

Requester * | x Hilda Kajiyama (H0012238) ---

e

Currency *| x USD -

Deliver-To w% BYU—Hawaii > Food Services =
Director
Ship-To  *| x 955220 Kulanui Street Laie, HI =
96762 United States of America
Project =
Cost Center % H:CC365000 Food Services =

Administration

T

Additional Worktags x Fund: 20 Auxiliaries




All the fields should be automatically populated including the Cost Center, Fund, and
Program.

Check all the information populated to be correct. If not, contact the Workday
Administrator at Financial Services for changes that need to be made.

4) Click OK at the bottom of the page.

5) From “Select an Option” -- Click “Request Non-Catalog items”.

Create Requisition

v Instructions

Instructions
REQUISITION INSTRUCTIONS

Before you process your requisition, please refer to the Company Procurement Policy here

Quick reference guides can be found here to assist with your request.

v Select an Option

Search Catalog

Onsite Stores and Receiving Catalog

Request Non-Catalog ltems

Add a good or service that is not in the catalog

6) The “Request Non-Catalog Items” page will appear. The request can be for “Goods” or “Service” or
both. Populate all the required fields on “Request Details”.

Select “Request Goods” if the purchase is for Goods and enter the Item Description of the item you
are buying.

Select “Spend Category” from the dropdown box or you can type in a “search” word.

Select “Supplier” from the dropdown box or type in the name.



Request Non-Catalog ltems

Requisition Currency * | x USD -

Non-Catalog Request Type

O Request Goods

O Request Service

Goods Request Details

ltem Description # | Kitchen equipment

Supplier ltem Identifier

Spend Category 4| x H:Food Services =
Administrative Expense
Allocation

Supplier % Bargreen Ellingson of Hawaiiinc ‘=

7) Enter the Quantity, Unit Cost, Unit of Measure and Memo (if needed).
Unit of measure can be found from the dropdown box.
Click “Add to Cart” when all the required fields are done.



8)

Supplier * Bargreen Ellingson of Hawaii Inc =
Supplier Contract =
Quantity *| 2
Unit Cost | 1,000.00
Unit of Measure # | Each v
Extended Amount 2,000.00
Mema . For Seasider kitchen

Continue Shopping - Cancel

Repeat the same processes for Service. Select “Request Service” if the purchase is for service,
when Receiving is not required.

Enter the Item Description of the Service you are requesting.

Follow the same steps as for “Goods” and “Add to Cart” when done.

“Goods and Service can be done on the same requisition request” if the purchase is for both and
to the same supplier.



Non-Catalog Request Type

() Request Goods

o Request Service

Service Request Details

Description + | Installation of equipment

Spend Category * | x H:Food Services =
Administrative Expense
Allocation
Supplier ® Bargreen Ellingson of Hawaii Inc =
Supplier Contract =
Start Date 11/01/2020 [} ‘
End Date 11/30/2020 [5] ‘

Extended Amount 1,500.00

Memo For installation of kitchen equipment at the Seasider

Continue Shopping Cancel

9) Click the “Checkout Cart” on the Upper Right Hand Corner when all the line items are entered.

= f & @




My Cart View Cart b4

Kitchen equipment

Quantity: 2 $2,000.00

Installation of equipment

Quantity: 1 $1.500.00

10) Review all the items on “Checkout” and make sure all the information entered is correct.
Enter the name of the Sourcing Buyer for your Purchase. If no Sourcing Buyer is entered here,
your requisition will go to all 3 buyers’ inbox.

Checkout

v Shipping Address
Deliver-To BYU-Hawaii = Food Services Director

Ship-To Address  55-220 Kulanui Street
Laie, HI 96762
United States of America

¥ Requisition Information

RequestDate * | 10/06/2020 [£]

Currency *| X USD -

Credit Card

Sourcing Buyer ¥ Grace Lee (HOD10558) ---

Submitted by Hilda Kajiyama (H0012238)

Internal Memo




~ Goods

Extendes

fam Item Dedcration *Spend Category *Quantity Ueat Cont oy DEErTo *Shio-To Address
Hir Fkahen easloment s HFood Seriicos Loz Duaniin ¥ 00000 | T WA Fod . = s 55320 Kulanui Syet
Adminisirative Expense 2 Services Dinector Lake, I 96762 United
allocation = States of Amarics
Purchase Hem Unit of Measure *
® Csch
~ Goods
Ehip Te Cantact Requested Delivery Date  Supplier Supplier ftem ldentifier Meme Project “Coat Cemer
» Hilda Kajiyama = Supplier For Seasider kitchan = » HCCI85000 Food
(HU2238) 5 Bargrwen lkgion f Services
Hiwali g Administiation
Suppalier Candract
4
P .
Additional Worktags Splits
F.
* Fund: 20 Auxiliaries E= 0
s Program: Auxiliary
Enterprises
-

(Your purchase can be paid from multiple Cost Centers by using the “Splits”. It allows you to split
your charges by quantity or amounts and charge to different Cost Centers.

select one v

select one

Amount

Quantity




0

. " Kitchen equipment 2 0
Splitby | Quantity ¥ tem  Quentity Split - Remaining Guanity to Split
2 tems
® Memo Project *Cost Center “Additional Worktags
©) vty semcu \ ‘ :s‘ x HCCL47000Travel . :5‘ X Fund Geeri g, |
1,000.00 o %
i e
Support
) ouny Amount ‘ ;‘ x HCC365000 Food =| | x Fund20 Aucdiaries =
1,00000 Services
‘ b Administration % Program; Auxiliary
Enterprises
« ’
Done Cancel
~ Services
1 bem
( 2 Exiended . .
Item Devcription “Bperd Category A Date DefiverTa St To Address Shie-Te Cortact
= = of = w = | 1s00pp | StaniOue x BfHewsllsfoed . = | | sSu0Ndemiswet = | | x HidaKaams
equipment Adrinisirative Expenise S Services Direclor Lae, Hi 96762 United (HO012238)
Alocation Stetes of America
End Date
11/30/2020
.
Ship-To Contact Supplier Memo Project *Cost Center *Additional Worktags Splits
Suppli -
x Hilda Kajiyama upplEr For installation of = x H:CC365000 Food % Fund: 20 Auxiliaries @
L) x Bargreen Ellingson of = kitchen equipment CIES =
Hawail Inc the Seasider Administration x Program: Auxiliary
Enterprises
Supplier Contract
| :

11) Attachment is required when submitting a requisition. Attach quotes, invoices, or any pertinent
information for the buyer to process the Purchase Order.

v Attachments

Drop files here

or

Select files




> Attachments

m Save for Later Continue Shopping see

12) Click “Submit” and the requisition is done. Your requisition will be routed to your Cost Center
Manager for approval.

You have submitted

Requisition: H:REQ-102474, Requester: Hilda Kajiyama (H0012238), Date: 10/06/2020, Amount: $3,500.00 (o)

Up Next

. David Keala (H0021082)
b 2

Approval by Cost Center Manager (All)
Due Date  10/08/2020

~ Details and Process
For H:REQ-102474

Overall Process  Requisition: H:REQ-102474, Requester: Hilda Kajiyama (H0012238), Date: 10/06/2020, Amount: $3,500.00

Overall Status In Progress
Due Date 10/13/2020
Details Process

> Shipping Address
> Information

+~ Goods

13) You will receive a notification when your requisition is approved.



How to look up your requisition to view or edit?

1) Typein “My Requisition” in the search field. You can search by any of the available fields.

my requisition X

Search Results

Categories Search Results 3 items

‘ Common Tasks and Reports
Assets My Requisitions

View each requisition, date, amount, suppliers, purchase orders, and status. Enables you to track the progress of your requisitions or

Banking edit in-progress requisitions. Required prompt: none Optional prompt: none

Crdaumanntn



My Requisitions

Company s Brigham Young University-
Hawaii

Requisition

Status

Requisition Type

Requesting Inventory Site

Document Date On or After 09/06/2020 E |

Document Date On or Before MM/DDSYYYY [o] ‘

Supplier

Spend Category

Item

Project

Purchase Order

2) Select the requisition you want to view or edit and select the action from the “Actions” field.



¢ My Requisitions 0.0
Create Requisition
v Selection Criteria
Company Brigham Young University-Hawail
Document Date On or Atter  00/06/2020
Exclude Canceled  Yes
Exclude Closed Yes
> Procurement Requisitions
6 nema HEETdE S
Requesting Total .
Requisition Requisition Type She  DooumemDate SR Cumency Suppliers Purchase Orders: Request Status Mema to Suppliers Intemal Memo Edit Requisition
HREQ-102474 10/06/2020 350000 UsD Bargréen Elingson of Hawal Inc In Progress Edit Requisition L
HREGQ-102473 10/02/2020 67180 USD Compliance Cantrol Inc. HPO-102502 Successfully Campleted
HREQ-102462 09/28/2020 83400 USD Compliance Cantral Inc. HPO-102501 Successiully Completed
HREC-102444 09/2372020 284413 USD Agllysys NV LLT HPO-102500 Successfilly Completed
HREQ-102438 09/2272020 173298 USD Oatu Fire Protection HPO-102498 Successfully Campleted
HREQ-102439 09/22/2020 67300 UsD Commercisl Plumbing, nc HPO-102499 Successfully Completed
=
1 »
Actions R ..
Requisition Edit 11
. Add Mare
Favorite »
Cancel ni
Integration IDs >
Status
Procurement »
Compan
Supplier Link > pany
Warker

You can edit, add more line items, or cancel your requisition before the approval is done. You will not be
able to make changes once the approval is done by your Cost Center Manager unless he sends it back to
you to edit before approving.



