Simmons
UNIVERSITY

WB Mason Punch-Out Requisitions

1. Login to workday.simmons.edu
o Create Requisition

2. Inthe Search Bar, type “Create Requisition”
Note: any abbreviation will also bring up the
create requisition option eg: cre req, req etc

Company * | % Simmons College Company --- =
. . Request * ia Thrush - =
3. From the search results list, click the “Create s ¥ Anastasiz Thus
Requisition” task. Currency | =
Deliver-Ta » Main Campus > Main College =
Bldg. - Main Campus > Main
4. On the following screen, many of the fields College Bldg. - W207
will have auto-filled and should not be Ship-To | x 300 The Fenway Boston, MA =
02115-5898 United States of
changed. America

Requisition Type

Please update the “Requisition Type” field.

For WB Mason orders, select “Standard Cost Center % 510550 Procurement - =
Purchase Order” from the dropdown list as _ _
) Fund x® 111 Operating e
appropriate:
Program ¥ 500 Institutional Support 1=
The cost center will autofill based on your Gift =
Payroll cost center. On this screen, you may —— =
also update the cost center or :
Additional Worktags x Line of Business: LOB002 =

Gift/Project/Additional Worktag numbers as Traditional
needed. Please note this can also be
changed later in the requisition creation Cancel

process.

5. Click
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6. From the Select Options section on the next screen, click “Connect to Supplier Website”

v Select an Option

Eequest Non-Catalog ltems

Add a good or service that is not in the catalog

Connect to Supplier Website

Request goods and services from Suppli ebsites

Add from Templates and Requisitions

Select from Requisition templates and past Requisitions

Select from My Procurement Favorites

Select from my Favorite items

7. Click “Connect” on the WB Mason — Punch Out line

Connect to Supplier Website

Requester Currency Requisition Type
Anastasia Thrush usD Standard Purchase Orders
Company  Simmons College Company
Supplier Websites 5 items M =0/ ]
Logo Supplier Link Name Multi-Supplier Supplier Description
. -
y N WB Mason Punchout WB Mason - Punch Out Connect
[ |
\h___,/"
_r/"_-'\ Grainger Punchout Grainger - Punch Out Connect
| |
N ;
-
.’/-_- “\\I Zones Full Catalog Punchout Zones - Punch Out Currently only Buyers, Connect
| | Supplier Administrators
"‘\ /’ and Department
= Purchasers can access
Zones Full Catalog.
.f/’-_ ™, Zones Limited Catalog Zones - Punch Out Connect
| |  Punchout
I\\.___//'I
_r/"_'“\ Henry Schein Punchout Henry Schein Connect
| |
"\ ;
N 4 -
4 | 3
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8. Clicking Connect will open the WB Mason website. Click the Shop tab or enter an item in the search
bar to begin shopping. Add items desired to your shopping cart.

Welcome, Thrush, Anastasia of Simmons College ‘ “o .u-"
(C1065230 - P) ‘."m ‘| o SHDPPING;ART
0 ltems 0.00

[ ouIck ORDER ][ cHECKOUT |
Selected List

¥ SHOP 2 SUPPORT © ORDERS o” ACCOUNT CENTER ¥ FAVORITES “Preferred It..

SIMMONS COLLEGES USERS: ALL ORDERS MUST BE PROCESSED THROUGH WORKDAY. When placing your WB Mason order through Workday, be
sure to specify your delivery location on NOTE TO SUPPLIER on information page.

o

4 )

Some items available on WB Mason are restricted Unavailable
for purchase by Simmons. If you believe an item

with this restricted message is needed, please V02 EigE e | 2Lal [

category that may be

contact Purchasing to request the item restrictions restricted bv Simmons
be lifted. Please include the item number and College. Please contact
reason for purchase with your request. purchasing@simmons.edu

for assistance.

\_ J

9. Once all items have been added to your WB Mason Shopping Cart, click “Continue to Checkout” or
“Checkout” from the top right. This will bring you back to Workday.

Note: If you select checkout,
but still have items to add to
your order, you can return to
the WB Mason site from Connect to Supplier Website

Workday by clicking Continue
Shopping then select Connect
to Supplier Website. This will
start a new shopping cart on
WB Mason, but will not delete Continue Shopping
items already pulled into
Workday for this order.

Add from Templates and Requisitions

Select from My Procurement Favorites
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10. The View Cart Workday screen will list all items current requested for purchase.

View Cart CERN o)
Requester Requisition Type Total Amount  Currency
Anastasia Thrush Standard Purchase Orders $2829 USD

Company  Simmans College Company

1of2 Sort By: «
' Edit I

Spiral Steno Book, Gregg, 6x 9,151 1 Deseription Spiral Steno Book, Gregg, 6 x 9, 15 Ib, Green Tint, 80 Sheets

Supplier ltem Identifier ~ TOP25274

FriXion Point Erasable Gel Ink Stick ... 1 Spend Category (empty)
B Supplier WB Mason - Punch Out
Supplier Contract SC-0000001: WB Mason Punchout Contract
Quantity 1
Unit of Measure Each
Unit Cost 3.60
Extended Amount .60
Memo

Continue Shopping v

11. Click on the bottom left.

12. The Checkout screen is the final screen before submitting the requisition into the approval process
and is separated into five dropdown sections.

Shipping Address
v Shipping Address

Deliver-To Main Campus > Main College Bldg. - Main Campus > Main College Bldg. - W207
Ship-To Address 300 The Fenway
Boston, MA 02115-5898
United States of America
The Shipping Address in most cases will default to 300 the Fenway and should be left alone.
However, if needed, the address can be changed at this time by clicking the “...” at the bottom of the
page and selecting “Edit Address”.

Submitted by Anastasia Thrush

Memo to Suppliers

Edit Requisition Defaults

Edit Address

Internal Memo Cancel

Save for Later Continue Shopping see
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Requisition Information

~ Requisition Information

Request Date * 04/16/2020

Currency *| x USD - =
Requisition Type % Standard Purchase Orders =
High Priarity

Sourcing Buyer =
Submitted by Anastasia Thrush

Memo to Suppliers Deliver to Main College Building - Room W207 - Thank you!

Internal Memo

Request Date: Auto fills to today’s date — do not change.
Currency: Auto populates — do not change.

Requisition Type: This will auto fill based on your selection at the beginning of the process. You can
change the type here if needed.

Sourcing Buyer: Do not use this field.

High Priority: Check the box to label a requisition high priority (Note: This does not change how the
requisition will be processed in any way).

*** Memo to Suppliers: This memo prints on the purchase order and you must specify in this field the
building and room number to which these supplies should be delivered. Failure to include this
information could cancel your order.***

Internal Memo: This memo relates to the entire order and should be used to give any additional
information to approvers and/or the Purchasing department

TIP: At any point during the Checkout portion of the process, you can select “Save for Later”
at the bottom of the screen to save your process and continue the requisition at a later
time. To return to your requisition, to “My Requisitions” from the Workday home screen,

and the requisition will appear as a Draft to open and edit.
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Goods
Most importantly on this page, you will need to review and adjust the coding for each line of the
requisition for accuracy and completion.

>
Click the for Goods (WB Mason punch out orders are always Goods POs) then use the scroll bar to
review each field.

@ Goods

/B
L
+ Image em Item Description Supplier ltem Identifier
ltem Widgets ltem #12345
| |
ltem Widgets 2.0 lem £23456

- | Use scroll bar to review the entirety of each line.

T T L]

> Services

> Attachments

For each line, review and verify the fields are entered but specifically review and edit as needed the
following fields:

Spend Category — Enter the correct spend category for each line. For most WB Mason purchases,
the spend category will be “Non-Instructional Supplies (530005)

Supplier — DO NOT CHANGE THIS FIELD. The correct name of the supplier will already be complete.

Cost Center — The cost center will auto fill with your department number or the number you entered
when beginning the requisition. Edit now if needed.

Fund — DO NOT CHANGE THIS FIELD — This will autofill based on the cost center, project, or worktag
entered.

Program — DO NOT CHANGE THIS FIELD — This will autofill based on the cost center, project, or
worktag entered.

Gift — If directed, enter the gift number for each line. The Cost Center, Fund, and Program will auto-
adjust when a gift number is entered. Do not change these fields once the gift is updated.

Project — If directed, enter the project number for each line. The Cost Center, Fund, and Program will
auto-adjust when a gift number is entered. Do not change these fields once the project is updated.

Additional Worktags - If directed, add an additional worktag. The Cost Center, Fund, and Program
will auto-adjust when a number is entered. Do not change these fields once this is updated.
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*Cost Center

hdwom | 510550 Procurement

510550 Procurement

*Fund

111 Operating

111 Operating

“Program

500 Institutional Support

500 Institutional Support

Splits

*Fields not listed are not used and should be left blank or as is.

NOTE: You can also add and remove requisition
lines at this time, if needed.

- You can add lines to the requisition by
clicking the “+” and filling in all the fields
as directed on previous pages.

- You can also delete any line entered

here by clicking the

Attachments

“ u

Project Additional Worktags
Line of Business: LOB002
Traditional
Line of Business: LOB002
Traditional
Goods
+) Image Item
=y A5, Item
= i |
L ¥
b y
(=) F s Item
= I
b 4
Services

Attachments are not required for WB Mason Punchout orders.

13. Once all the coding is entered and verified, please double check that you included

the delivery location in the Memo to Supplier, then click

on the bottom

left. This begins the Business Process. The requisition is now in approval queues.

7|Page




Budget Check and Approvals Review

After clicking submit, your requisition will immediately go through a budget check. You will want to verify
your requisition has passed the budget check by following these steps:

1. Click the Workday symbol

Applications
9items

IR

Pay My Requisitions Expenses

Time Off Personal Directory

Information

Career

Benefits

to go the home page, then click “My Requisitions”

2. Your recently created requisitions will appear here. The most recent requisition will be the first

listed.

¢ My Requisitions

Requisition Date Memo to Suppliers

PR-0002448 08/20/2018 Please contact John Smith =t (555) 555-
5355 with any questions conceming this
arder.

PR-00013936 05/25/2018 Contact: Joan Martinez-Cuerva 617-521-
2282 24 hours prier to delivery

PR-0001418 0223/2018 Please contact Matthew Berens at §17-
521-2148 with questions

PR-0001415 Please contact Matthew Berens with any

questions at (617) 521-2148

PRO001416 02/23/2018 | Please contact Matthew Berens at (617)
5212148 with any questions

View More Details

Internal Mema

Pleaze sendthis
purchase order to the
supplier.

Email PO and quote w
Matthew, Rose and
Supplier

Email PO and quote to
Matthew, Riose, and
supplier

Email PO and quote to
supplier, Matthew and
Rose

Status

In
Progress

Closed

Closed

Closed

Closed
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3. Click the PR number to open the Requisition. The Budget Check Status will be visible at the top right.

View Requisition

PR-0002448 (actons)

Worker Employee: Anastasia Thrush

( Budget Check Status  Pass on 08/21/2018

If the budget check has passed, your requisition is now going through approvals. You can see where
the report is in the approval process, by scrolling down on this screen and clicking: Process History.

If the budget check has failed, please contact your budget manager to make the needed budget
transfers. When the transfers are complete, you can resubmit the requisition.
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