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CREATE A PROCUREMENT REQUEST — Non-Catalog (Goods)

You can create a procurement request to order goods and services. A separate procurement request
should be created for each supplier. If a supplier has additional information or ordering instructions, this
can be viewed in the Supplier’s information by clicking on the Notes Tab.

From your home page:

1. Enter create requisition in the Search bar. Choose the Create Requisition Task.

= 0 Q create req ® & é

[l saved Categories v
| ¢ Tasks and Reports

People 0 Create Request
Task
Tasks and Reports 5]

Create Requisition
Task

=  More Categories >
Create Requisition Template
Task

2. Confirm your Requester (name), Company, and Currency. The requester must be yourself.

Create Requisition ?

X Julie Nevarez

Currency X USD -

J
Company *‘ X Gollin College -
d

Requisition Type

3. Reaquisition Type is optional at this point but will be required later in the process. (See Appendix A.)

4. The Deliver-To and Ship-To (address) will auto-populate after being used. Confirm that this is the
correct Deliver-To/Ship-To. Making a “Ship-To” choice at the header is the only opportunity to make
a selection that will be sent to the supplier. Making a change at the line level will NOT be sent to the
supplier. The Deliver-To does not go out to the supplier. It is for internal purposes or desktop
delivery.

Requester *‘ X Julie Nevarez -

%| x collin Gollege -

*| x USD =

o
&
2
2
H
g
S
=
3
B
1

x Gollin College > Collin Higher ..
Education Center > Collin
Higher Education Center >
CHEC 3018

Ship-To % | x 3452 Spur 399 McKinney, TX = ‘

75069 United States of America
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. After using Cost Center, it should auto-populate. Additional Worktags should auto-populate when the
Cost Center or Grant is entered. To change the Cost Center, Click on the x to the left of the existing
Cost Center then enter or select a cost center. If using a Grant or Project, do not enter the Cost
Center. Grant and Project will update cost center and all other Worktags.

Click on the OK button at the bottom left.

There are three methods to make a purchase:

a. Search Catalog (for Voss Lighting, Filter Systems and Einstein Printing)
b. Request Non-Catalog Items (for goods or services)

c. Connect to Supplier Website (punchout)

Workday Training for Requestors and Approvers

The topics in the training document are:
1. Create a Supplier Request

2. Change to an Existing Supplier

3. Create a Procurement Request

4. Change Order

5. Create Receipt Adjustment

v Select an Option

Search Catalog

Search the internal catalog of preferred items and suppliers to add into the shopping cart

Request Non-Catalog Items

Add a good or service that is not in the catalog

Connect to Supplier Website

Request goods and services from Supplier Websites

For this demonstration, Click on the Request Non-Catalog Items link.
. At this point you must choose by Clicking on the radio button whether this will be a

a. Request Goods is the default and should be used for monthly services where the monthly
payment is the same amount or for the purchase of goods.

b. Request Service. The Request Service is chosen for an open purchase order. It can also be
used for maintenance or repair.

Request Non-Catalog tems @@

Company Requester
Collin College Julie Nevarez

Requisition Currency # | % USD --

Non-Catalog Request Type

O Request Goods

(O Reguest Service
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10. Click in the Item Description field and enter a complete product description including the
Manufacturer.

Request Non-Catalog ltems & =]

Regquest
Julie

Company er
Collin College ulie Nevarez

Requisition Currency *‘ X USD

Non-Catalog Request Type

© Request Goods

(O Request Service

Goods Request Details

ltem Description # | Logitech Corded Mouse - Wired, Black

Supplier Item Identifier ‘ B100 ‘

11. Supplier Item Identifier field, DO NOT USE.

12. Click on the three dashes to the right of the Supplier field and make a choice such as Suppliers By
Supplier Category by Clicking on the right pointing caret. This is a required field even though it does
not have an asterisk. You will receive a red Error if you do not select a Supplier and will not be able
to proceed.

Goods Request Details

Item Description | Suppliers By Supplier Group

All Independent Contingent Workers

Independent Contingent Workers by
Supplier ltem Identifier Organization

Suppliers By Supplier Category

Spend Categor *
P o Suppliers on Hold

i v v v v v

Supplier [gearch

Supplier Contract (empty)

13. Search for or enter a Spend Category (similar to Account), such as SC1017 General Supplies. You
can type your category to search. See Appendix B. If you know the Spend Category, you can start
typing the name in the search field and enter to search.

Note: SC1229 Software IT Arrangements (SBITA) is used for Cloud-Based IT
software & licensing/long-term agreements (SBITA).

SC1230 is used if warranty/support service is optional. Use (SC1045/ SC1074 /
SC1079 / SC1229) if required for purchase, as a separate line item.
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©

COLLIN
COLLEGE

Non-Catalog Request Type

© Request Goods

(O Request Service

Search Results

@ SC1017 General Supplies
Goods Request

=======

5C1074 General Contracted
Services

Item Description *

SC1049 Academic Tests & )
Testing Services

Supplier Item Identifier
SC1141 Hazardous Materials

X

Spend Category * | general

Supplier ‘

14. Click on the right pointing caret to the left of a letter of the alphabet.

Requisition Currency * | X USD - =

& Suppliers By Supplier Category
Non-Catalog R S
©Q Request Goods A ?
::‘n Request Service 8 >
[4 >
D >
Goods Request
E >
Item Description *| F »
G b 4
Supplier ltem Identifier | >
| >
Spend Category * N
Supplier Search =

15. Scroll to your supplier of choice and click on the radio button to the left.

Requisition Currency * | | € E

Non-Catalog Requ

© Request Goods

(O Request Service

Goods Request D¢

Item Description *

Supplier Item Identifier

Spend Category *

Supplier

Eagle Barricade, LLC
EAN Holdings LLC

Earthtek Inc.

Easy Analytic Software Inc
Easy Rack

EBSCO Information Services
EC & MW, Inc

Echo Transportation
Eclipse Midco, Inc.

Ecolab

Economy Transmissions of
McKinney

Search

m

N\
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16. Click on the three dashes to the right of Supplier Contract to search for a supplier contract.

Requisition Currency * | % USD - =

Multi-Supplier Contracts for

Non-Catang R < Supplier and Company
@ SCON-100003: Civil Engineering

Services

Q Request Goods SCON-100006: Lawn Care Services
(O Request Service SCON-100008: Specialty Furniture

SCON-100009: Merchant Card
Services

Goods Request SCON-100012: Elevator

Maintenance and Repair

SCON-100015: Specialty Vet Tech

ipti *
Item Description S
SCON-100018: HVAC Trainers and y
Furnishing
Supplier ltem Identifier SCON-100022: Plumbing Fixtures
and Supplies
Spend Category * SCON-100023: Linen Service
SCON-100024: Automotive and
Supplier Collision FFRE
SCON-100025: Lawn Maintenance [+
Supplier Contract Search =

17. Enter a Quantity.

Goods Requesf Details

Item Description | Logitech Corded Mouse - Wired, Black

Supplier ltem Identifier | 8100

Spend Category *| x SC1017 General Supplies - =

Supplier X Dell Marketing LP -~ =

Supplier Contract i= |

Quantity *1

Unit Cost ‘ 8.05

Unitof Measure % ‘ X Each =
Extended Amount 805

Memo

18. Enter the Unit Cost.
19. Enter or select the Unit of Measure.

20. Click on the Add to Cart button at the bottom left. You will get an Added to Cart message and the
cart in the upper right corner will have a number in an orange circle.

+/  Added to Cart

Request Non-Catalog Items @ A=)
Company Requester
Collin College Julie Nevarez
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21. The Request Non-Catalog Items form will be visible for you to continue adding items to your cart, or

you can review your cart by clicking on the Cart H icon.

22. Click on the Checkout button to proceed.

My Cart View Cart X
Company Requester
Collin College Julie Nevarez
Logitech Corded Mouse - Wired,
Black
Requisition Currency * | % USD - = |
Quantity: 1 $8.05
Non-Catalog Request Type
© Request Goods
(O Request Service
Goods Request Details —— Total .05 USD

Item Description *

23. Click on the red box to see the Error(s).

Error

1. Page Error
- Requisition Type i Required

- Requested Delivery Date Required  (Goods Requisition Ling)

24.If there are Error(s) there will be a red box at the top and a Help Available pop up. You can Click on
the Show Me button to get informational question marks beside each field.

Company Requester Requisition Status Total Amount
Collin College Julie Nevarez -new - Draft 8.05 USD

Help Available

- Shipping Address Use this icon to view field level help for this page.

[] Dont display this message again

Deliver-To Collin College > Collin Higher Education Center > Collin Higher Education Center > CHEC 360

Ship-To Address 3452 Spur 309
McKinney, TX 75069
United States of America

25. Enter or choose a Requisition Type. See Appendix A for Requisition Type Description. This is a
required field even though it does not have an asterisk. You will receive a red Error if you do not
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select a Requisition Type and will not be able to proceed.

Checkout X

Requester Requisition Status Total Amount
Collin College Julie Nevarez - Draft 8.05 USD
b Shipping Cooperative Contract Purchase
Monthly Goods & Serviees
Deliver-To C Collin Higher Education Center > CHEC 360

One-Time Goods & Services

Ship-To Address i: @ 0neTime Goods Purchase

Uny One-Time Project Purchase

S e One-Time Service Purchase
~ Requisitic

Open Purchase Order

Request Date * Project Open Purchase Order
Sole Source
Currency *
Subaward
Requisition Type Search =

X One-Time Goods Purchase

26. If the shipping amount is known, enter it into the Freight Amount field at the header level. If the

freight is known and is not entered, the Purchasing Sourcing Buyer will return the requisition to
Requester for correction.

Checkout 2

Requester Requisition Status Total Amount
Collin College Julie Nevarez - Draft 79.19 USD

~ Shipping Address

Deliver-To Collin College > Collin Higher Education Center > Collin Higher Education Center > CHEC 3018

Ship-To Address 3452 Spur 399
MeKinney, TX 75069
United States of America

~ Requisition Information
Request Date *‘ 0871672021 [ ‘

X USD - /
/

% One-Time Goods Purchase /

High Priority O /
Saiireling Bifyer ‘ / = ‘

Submitted by Julie Nevarez /
Freight Amount l 10.00 / l

L { |

Save for Later Continue Shopping

Currency *

Requisition Type
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27. An Internal Memo stating the business purpose for ordering promotional items is required when
submitting a requisition. An error message will be displayed stating: Promotional Items Require An
Internal Memo Stating The Business Purpose.

Gaods

28. Scroll down to the Goods line(s) and to the right to see the Requested Delivery Date. Enter or choose
a delivery date from the calendar widget. It is suggested that you give at least a two week out date to
allow time for approvals and supplier delivery.

v Goods
1item 0

Unit Cost Deliver-To *Ship-To Address Ship-To Contact Requested Delivery Date  Syasiia
Amount
@ 1Emor
— — Supplier
= ulie e :=‘ 08/27/2021 EJ e
. J

% Dell Marketing LP -

805
Unit Cost x 3452 Spur 399

McKinney, TX 75069
United States of
America

| |eos |
J August 2021

|
X
C
z

Wed  Thu

Supplier Contract

GHEC 360

29. Only one Ship-To Address on the Goods and Service lines should be used per requisition. If items
should be shipped to different locations, a separate requisition should be entered for each location. If
a quote is received for these items, a separate quote should be requested from the supplier for each
requisition.
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Goods

30. If there are multiple locations for a supplier, choose a supplier location from Order-From Connection.

1 item /M
Ship-To Contact equested Delivery Date  Supplier Supplier ftem Identifier Memo “Cost Center Grant
= | X Katherine Rios = ‘ ‘ 01 Nmzz = ‘ Sunre | ‘ x CC1437 - = |
lo6o - Purchasing
X Lowe's CompaniesIng = =
\Orderme Connection
Supplier Contract

1-5001 N. CENTRAL
EXPY, PLANG, TX 750223

~ Goods )
2-3360 PRESTON ROAD,
FRISCO, TX 75034

14

" 3-8550 SH. 121, =
MCKINNEY, TX 75070
Ship-To Contact Requested Delivery Date 44301 £ UNIVERSITY Supplier ftem Identifier Memo “Cost Center Grant
DRIVE, PROSPER, TX
- 75078
= ¥ Katherine Rios - EE‘ | 01/20/2022 E 5-2055 N. CENTRAL ‘ x €C1437 - = ‘

loso EXPY, MCKINNEY, TX Purchasing ——
75070
6111 E FM 544,

 — MURPHY, TX 75094

Search =

31. Different Cost Centers can be used for one item by entering a line item for each Cost Center and
splitting the amount on each line to equal the total amount. Click on the 3 dashes at the Cost Center
Column to change the Cost Center for each line item.

32. When using Spend Category SC1001 or SC1045, the Transaction Detail Worktag for Capital and
Non-Capital Equipment is required. (See Appendix C) To add the Transaction Detail Worktag for
above or below $5k, click on the three lines, select Transaction Detail: Equipment $5k or above or
Transaction Detail: Equipment under $5k. This will need to be added to every line.
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Supplier ltem Identifier Memo *Cost Center Grant Project *Additional Worktags Splits

TEST CC1437 Campus: CA14 0
Purchasing Districtwide

Division: DV40
Adminisirative
Services

Fund: FD100
Unrestricted

Location: Collin
College > Collin
Higher Education
Center

33. Click on the right pointing caret to the left of Attachments to add required quotes or agreements.
> Attachments

Activity (0)

Type"@" to tag someone.

34. The Activity field can be used to send a message to a system user by using an @ symbol and
searching for the user.

35. Requisition defaults can be edited by selecting Edit Requisition Defaults from the related actions
menu.

Mem | shits < 501017 Gyferal i | Quantity % Unit Cost 10080 ol

e | Colli ™
»

1

Edit Requisition Dr .aults

. Edit Adds
¥ services tdees

Cance:

Save for Later Continue Shopping

36. Click on the Submit button at the bottom left.

37. Your requisition number, your name, the date, and the amount will be displayed at the top. Click on
the right pointing caret to the left of Details and Process to view the details.

You have submitted Requisition: REQ-100075, Requester: Julie Nevarez, Date: 08/13/2021, Amount: $8.05 EB

Up Next
Check Budget (Financial) for Requisition - Batch/Job: Run Budget Check

~ Details and Process

For REQ-100075

Overall Process  Requisition: REQ-100075, Requester: Julie Nevarez, Date: 08/13/2021, Amount: $8.05

Overall Status In Progress
Due Date 08/27/2021
Details Process
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38. Click on the Process tab and scroll down to see the Remaining Processes button. When you Click
on this button you can see the approvals.

View Remainil'lg Process Requisition: REQ-100075, Requester: Julie Nevarez, Date: 08/13/2021, Amount: $8.05 &0

Turn on the new tables view (I

Remaining Process 15 items & E LS
Process Step Group Person
Requisition Event Approval by Principal Investigator (Grant) (Al Principal Investigator (Grant)
Requisition Event Approval by Grant Manager (All Grant Manager
Requisition Event Appraval by Project Manager (All Project Manager
Requisition Event Approval by Project Manager Level 2 (All) Project Manager Level 2
Requisition Event Approval by Cost Center Manager Level 2 (All) Cost Center Manager Level 2 Michael Dickson
Requisition Event Approval by Cost Center Manager Level 2 (All) Cost Center Manager Level 2 Michael Dickson
Requisition Event Approval by Award Contract Specialist Award Contract Specialist Jana Walker

Nicole Lohse-Liu

Requisition Event Approval by Spend Category Manager (All) Spend Category Manager

Requisition Event Approval by Business Asset Tracking Specialist Business Asset Tracking Specialist

Note: When your requisition has been approved there will be a Notification (the bell at
the top right) indicating the Purchase order has been created. When you Click on the
bell, you will see the notifications on the left. Once you have read the notification, you
can Click on the blue circle to Mark it as read. You can use the Viewing: All dropdown
to filter to see only Unread.

f— R Purchase Order: PO-100001, Supplier: Punchout Staples Business Advantage, Date: 09/01/2021, 3 B
Fom Last 3005 Amount: $296.69
Purchase Orders: Muttiple POs, Company: Collin = 23day(s) ago
21/2021

College, Date:
Your requi
3 day(s) ago

been approved and PO is dispatched- Details ~ Purchase Order: PO-100001, Supplier: Punchout Staples Business Advantage, Date: 09/01/2021, Amount: $296.69

Purchase Order: PO-100750, Supplier: Trane
Company, Date: 09/21/2021, Amount: $18,840.00
Purchase Order Event - Successfully Completed For REQ(

100109
3day(s) ago
— JE— niP Purchase Order: PO-100001, Supplier: Punchout Staples Business Advantage, Date: 09/01/2021, 3 = & O

oot 30 Deye Amount: $296.69

POs, Company: Collin 23day(s) ago
- 09/21/2021

nhas been approved and PO is dispatched-"

Details  Purchase Order: PO-100001, Supplier: Punchout Staples Business Advantage, Date: 09/01/2021, Amount: $296.69

3 day(s) ago

Purchase Order: PO-100750, Supplier: Trane
Company, Date: 09/21/2021, Amount: $18,840.00
Purchase Order Event - Successfully npleted For REQ-
100109

3 day(s) =go

Note: You will receive an e-mail in Outlook notifying you when your requisition has
become a purchase order with a link.
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From: collin@myworkday.com <collin@myworkday.com=
Sent: Thursday, September G, 2021 9:11 AM

To: Erwin Whitlock <ewhitlock@collin.edu> I
Subject: Purchase Order Event - Successfully Completed For REQ-100095

Click Here to view the notification details.

This email box is not monitored. Please do not reply to this message.

/N

workday.
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