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Workday Procurement – Create Requisition from a Prior Non-Catalog Requisition 

	Instructions
	Details and Screenshots

	Home page:
· Use the UR logo to return to this Home screen
· Use the Global Search field with keywords
· Use the Inbox icon for Workday messages
· Use the Procurement dashboard for frequently used tasks and reports
· Create Requisition
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	Rules
	Enter all line items from the quote
Only 1 company per requisition line (can have multiple FAOs within the same company)
Upon final workflow approval the requisition becomes a Purchase Order (PO) and will be sent to the supplier






	From the Procurement dashboard, choose Create Requisition and enter the required information
· Select the appropriate Company – one FAO on the requisition must match this Company
· Change Requester name if doing the requisition on behalf of someone
· Add the Ship-to Address.  It is best to search with a building name or room number. Call the P2P center if you are unable to find your address.
· Add your commodity and FAO, this will default to all lines, but can be changed on the lines.
· Select <OK>
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	· To copy a previous non-catalog requisition select <Add from Templates and Requisitions> 
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	· Search for the requisition by clicking at the top of the Requisition column and typing the number in the <Value> field.  Click <Filter>.
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	·  Check the box for the requisition and then click <Add to Cart>.
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	Check for accuracy.
· In the cart screen you can modify the description, price and memo fields.  
· Click to each line for adjustments, as needed.
· When complete, click <Checkout>.
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	Anything can be edited on the checkout screen. 
· If additional lines are needed, click on the plus sign at the top of the lines.  Fill in as appropriate.
· Click on the arrow next to the word Attachments to add supporting documentation
· When complete, click <Submit>.
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	· Click on <Complete Questionnaire> to finalize submitting the requisition.
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	Answer the questions as appropriate and click on <Submit> when complete.
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	The system will tell you that you have successfully completed the questionnaire and will indicate to whom the transaction has routed.
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~ Instructions

Procure to Pay (P2P) aims to make purchasing and paying for goods and services across the University easy, transparent, and efficient. Updates to the existing process will eliminate paper requisitions and forms, better align purchasing practices with insttutional goals, and save the University time and money. P2P Should NOT be
used for ordering Clinical Supplies or Internal transters (i.e. IT Tech Store); continue to use current methods.

For more information, be sure to review the UR Procurement site. The P2P Self Help Section under Resources/Contact area contains useful Tips and Tricks, Reference Guides and videos, as well as contact information for the P2P Service Center.

~ Select an Option

Request Non-Catalog ltems

Use for non-catalog requisiions or goods or senvices. Replaces the 312 Requision form

Connect to Supplier Website
Catalog shopping n the Marketplace.

Add from Templates and Requisitions

‘Add tems 1o yourcartfrom a pevious requistion or a emplate. You can set Up requisiion templates by using the Create Recuistion Template task
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v Attachments

Drop files here

Save for Later Continue Shopping

Select files
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You have submitted
Requisition: REQD0030767, Requester: Colleen Jaworowicz, Date: 06/15/2020, Amount: $36,521.78 G

Complete Questionnaire
Due Date 06/16/2020

Complete Questionnaire

> Details and Process




image10.png
Complete Questionnaire
*Preliminary Questionnaire v 20200115’ for Requisition: REQD0030767, Requester: Colleen Jaworowicz, Da

Preliminary Questonnaire v 20200115

If you are uncertain as to how to answer these questions, please reach out to the requester of this purchase requis|
For details for the Consultant/Independent Contractor question, please click here.
For details for the Confiict of Interest question, please click here.
For details for the Lease question, please click here.
s is NOT a purchase with a Consuitant/independent Contractor suppler. (Required)
Agree. This is NOT & purchase with a Consultant/Independent Contractor supplier
Disagree - Please complete and attach the 4 attachments per the polcy: 1) Initil Assessment Questionneire, 2) Independent Contractor Certification
“Thereis NO conflct o intrest per the Uriversity s plicies with respect 1o this expenditur. (Requied)
Agree. There is NO conflit o interest.
Disagree. There s a confict o inteest. You willbe asked to explain how the conflict o interest s being managed in a separate questionnaire.
“The Suppler/Peyee does not have acoess to Protected Health nformation (PHI).(Required)
Agree. The Supplier/Payee doss not have access to Protected Health Information (PH).
Supplier/Payee does have access to PHL Respond to next question.
This queston s only reuired f responded the Supplie/Paye does have access fo P Select one of the folowing.
Business Associate Agreement has been obtained

Save for Later Cancel
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‘Approval by UR FAO Procurement Manager (Al)
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> Details and Process
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