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Procurement and Campus Services
Workday Purchase Requisition Completion

Step 1: Step 2: Step 3:

eRequestor determines need for *Requestor refers to bid policy on eRequestor contacts Procurement
purchase exceeding $5,000 Procurement and Campus Services and Campus Services if bidding is
Web page required, Procurement advises as

deemed necessary.

Step 4: Step 5:

*Requestor enters a Workday *Workday performs budget check
Purchase Requisition and attaches and forwards Requisition to
all pertinent documentation. appropriate cost center
manager(s) for approval.

Workday Purchase Order Generation

e

eProcurement and Campus Services reviews *Workday will forward Notification to Requestor
Workday requisition, takes action as needed, and upon Purchase Order completion
issues Purchase Order to Supplier

Purchase Order Fulfillment and Payment

Step 8: Step 9: Step 10:

*Vendor delivers goods, service or eVendor submits invoice to *A/P generates Workday invoice
equipment Accounts Payable. for cost center manager approval

Step 11: Step 12:

eApproving Manager authorizes eAccounts Payable generates
payment payment for Supplier




