PUNCH-OUT REQUISITION
ORDERING IN WORKDAY

Select suppliers have punchout ordering enabled in Workday. This feature allows
users to punchout and shop on supplier websites, while completing their checkout
and approval process in Workday via requisition.

WB Mason office supply orders are the most common type of punchout requisition.

Sections:
1 —How to Enter a Punch-out Requisition in Workday................................... 1
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Punch-Out Requisitions

1. Login to workday.simmons.edu

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

3. From the search results list, click the “Create Requisition” task.

= Simmons . P 2L a
= MENU OHIvERSITY Q create requisition ® 9] ‘
Simplified Search is Disabled (I}

[ saved Categories v
2 Tasks and Reports
Task: d R t P
fsks endfepers o Create Requisition
Task
Procurement o

4. On the following screen, many of the fields will have auto-filled and should not be changed, but
please review and update the following fields:

Create Requisition

_ Update the ”Requisition Type» fleld to Requester # | x Anastasia Thrush (*=-) = ‘
“Standard Purchase Order” Company +| x Simmans Callege Company (=) ;z|
Currency *| x usp (o) = |
Requisition Type * = ‘
Deliver-To Main Campus = Main =
College Building - Main s
- Review the cost center as it will autofill e el
based on your Payroll cost center. On this hip o i ™
02115-5898 United States of
screen, you may update the cost center or e
Gift/Project/Additional Worktag numbers as
. Cost Center * 510550 Procurement (=) =
needed, however, this can also be changed
. . el . Fund 111 Operatin =
later in the requisition creation process. o S
Program * 500 Institutional Support i=
Gift | =
Project | =

w Line of Business: LOB0O02 I
Traditional - Undergraduate —

. Additional Worktags
s. cic (D
«»
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6. From the Select Options section on the next screen, click “Connect to Supplier Website”

Create Requisition

Company Requester Currency Requisition Type
Simmeons College Company Anastasia Thrush usoD Standard Purchase Orders

« Instructions

Use Request Non-Catalog Item for most orders. Simmons College does not maintain a catalog database.
Use Connect to Supplier Website for W8 Mason, WW Grainger, Zones and Henry Schein orders.

Please click the following link for Simmons University's Purchasing Policy.
hitps:/finternal. simmons.edu/~/media/Simmens/About/Finance/Documents/Purchasing-Pelicy.ashx?la=en

 Select an Option

Reguest Non-Catalog Items

Add a good or service that is not in the cggalog

Connect 1o Supplier Website

Request goods and services from S

Add from Templates and Reguisitions

Select from Reguisition templates and past Requisitions

Select from My Procurement Favorites

Select from my Favorite items

7. Review the supplier website options and click “Connect” on the relevant supplier line.

Connect to Supplier Website X
Fas a
Company Requester Currency Requisition Tyﬁe
Simmons College Company Anastasia Thrush UsD Standard Purchase Orders
Supplier Websites 5 items =0
Logo Supplier Link Name Multi-Supplier Supplier Description
B & H Punchout B & H- Punchout =
WE Maseon Punchout WE Mason - Punch Out
Grainger Punchout Grainger - Punch Out
Zones Full Catalog Zones - Punch Out Currently only Buyers,
i Punchout Supplier Administrators
N 4 and Department
Purchasers can access
Zones Full Catalog
_/"_ i . Zones Limited Zones - Punch Out
[ | Catalog Punchout
: o ,_"; r
4 »
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8. Clicking Connect will open the supplier website. Shop as usual, searching for the items you need and
adding as many items as desired to your shopping cart.

9. Once all items have been added to your shopping cart, continue to the checkout process. Your
screen will bring you back into Workday.

10. The View Cart Workday screen will list all items current requested for purchase:

View Cart
Company Requester Requisition Type Total Amount Currency
Simmens College Company Anastasia Thrush Standard Purchase Orders $17.08 usD
3items Sort By: ~
Edit T
E: tials File Folders, 1/3 Cut Top ... 1
asentiala File Folders, 1/3 Cut Top Description Essentials File Folders, 1/3 Cut Top Tab, Letter, Manila, 100/Box
$1081

Supplier ltem Identifier ~PFX75213

Round Stic Xtra Life Ballpoint Pen V... 1

$2.58 Spend Category (empty)
Supplier WB Mascn - Punch Out

Soft Composition Book, Wide Ruled,... 1

§3.69 Supplier Contract SC-0000001 : WE Mason Punchout Contract
Quantity 1
Unit of Measure Box
Unit Cost 10.81
Extended Amount 10.81
Memo

m Continue Shopping v
§7.99
At this point, if you see you forgot to add an Unit of

item to your order, you can return to the e
supplier site by clicking “Continue Shopping”
then select “Connect to Supplier Website”. Comnet s Supplicr Wehsite nd
This will return you to step 7 and start a new Add from Templates and Requisitions
shopping cart but will not delete items

already pulled into Workday for this order. m Continue Shopping +

Select from My Procurement Favorites o

11. If all needed items are listed, then click on the bottom left.
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12. The Checkout screen is the final screen before submitting the requisition into the approval process.

Company Requester Requisition Status Total Amount
Simmens College Company Anastasia Thrush - new - Draft 2507 UsD

When creating a requisition for WB Mason using the supplier "WB Mason Punchout” please specify in the "Memo to
Supplier" field (on the information tab) the building and room number where the order is to be delivered. Thank you.
~ Shipping Address

Deliver-To Main Campus > Main College Building - Main Campus > Main College Building - A-215
Ship-To Address 300 The Fenway

Boston, MA 02115-5898
United States of America

~ Requisition Information

Request Date * | Bas24/2025 [

® USD (&9)

Currency *

Requisition Type * | x Standard Purchase Orders

Sourcing Buyer l

itted by = ia Thrush

Memo to Suppliers Deliver to room A-215

Internal Memo ‘

Many fields will auto-fill or be blank and should not be changed, but please review and update the
following fields:
Shipping Address — Defaults and in most cases will not be changed.

Request Date — Defaults as current date, do not change
Requisition Type — Standard Purchase Orders
Sourcing Buyer — Leave Blank

Memo to Suppliers: This is memo for the supplier which prints on the purchase order. Include
anything additional the supplier should know. NOTE: FOR WBMASON ORDERS, YOU MUST SPECIFY
THE BUILDING & ROOM NUMBER TO WHICH THE SUPPLIES SHOULD BE DELIVERED. Failure to include
this information could cancel your order.

Internal Memo: This memo is internal and does not print on the PO. Include any additional
information desired for your 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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Most importantly on this page, under Goods, you will need to review and adjust the coding for each line

of the requisition for accuracy and completion.

v Goods
4items

Purchase hem

ftem Description *Spend Category

Essentials File Folders,
1/3 Cut Top Tab, Leter,
Manila, 100/Box

Round Stic Xtra Life
Balipaint Pen Value Pack,
Stick, Medium 1 mm,
Black Ink, Smoke Barrel,
60/Box

Soft Composition Baok.
Wide Ruled, 7.5" x 9.75'
White Paper, Black
Marble Cover. 100 Shests

Ecolutions Round Stic
Ballpaint Pen, Black Ink,
1 mm, Medium, 50/Pack

x

Non Instructional
Supplies (530005)

Non Instructional
Supplies (530005)

Non Instructional
Supplies (530005)

Non Instructional
Supplies (530005)

*Quantity Unit Cost

Quantity & o8t
Unit of Measure *

Box

Quantity * 258
Unit of Measure *

Box

Quantity * 363

Unit of Measure *

Each

- 7.09

Extended
ot

1081

7.99

Deliver-To

Main Campus >
Main College
Building - Main
Campus = Main
College Building -
A-215

Main Campus >
Main College
Building - Main
Campus = Main
College Building -
A-215

Main Campus >
Main College
Building - Main
Campus = Main
College Building -
A-215

Qus

=

Use scroll bar to review the entirety of each line.

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.

*Fields not listed are not used and should be left blank or as is.
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NOTE: You can remove requisition lines at this
time, if needed.

- You can also delete any line entered

here by clicking the “-“

13. Once all the coding is entered and verified then click m on the bottom left.
This begins the Business Process. The requisition is now in approval queues.

rev. April 2025
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Finding and Monitoring my Requisition

After clicking submit, your requisition will immediately go through a budget check and then on to the
approval process. You can find and follow your requisition through the process by following these steps:

1. In Workday, search and select the report “My Requisitions”

2. Inthe pop-up window:
- Adjust the Document Date On or After to narrow or widen your search. The Document Date
is the date you entered the requisition. Enter July 15 to bring up all requisitions you have

entered for the current fiscal year.

- Uncheck the “Exclude Closed” box to also see requisitions that have already been approved

and closed.

Note: A closed status on a requisition does not mean the service has been completed,
rather it means the requisition has been successfully converted into a Purchase Order and
now that the requisition itself is no longer needed it has been closed by Purchasing.

Click OK

rev. April 2025

My Requisitions

Company

Requisition

Status

Requisition Type
Requesting Inventory Site
Document Date On or After
Document Date On or Before
Supplier

Spend Category

Item

Project

Purchase Order

Exclude Canceled
Exclude Closed
Include Job Requisitions

Results in Requisitions Worklet

% Simmons College Company (7 ‘=

h vy
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3. Your requisitions will appear here. The most recent requisition will be the first listed.

My Requisitions 1

~ Selection Criteria

Company Simmons Cellege Company

Document Date On or After  07/01/2022
Excluda Cancaled  Yes

~ Procurement Requisitions

Ao 26

Requesting Document Total

Remisitian Reauisition Type Inventory Site  Date Amount | Cumency Suppliers. Py : aues Edit Requisition

RO005971 Blanket Purchose Orders 0612212023 000 | USD e Trustoes of the Smith InProgress Quote 7123456 forEvent (" Edit Raquisition )
ollege Setup Service —

PRO00B9EZ Capitsl Purchass Orders 0611912023 w00 | Usp Dt (et Requisiion )

L —TNUTRS
PRO00G9S7 Standard Purchase Ordera 061972023 200 | USD Kainos Test Supplier PO-0018440 Successtully Completed
PRO00S371 Blanket Purchase Orders 80000 | USD Valley Green Shuedding LLC  PO-0017864 Clased Confidential shredding

services FY23

PRO00E24E Capital Purchase Orders /092022 3121200 USD Laerdal Medical Corparatios PO-0017778 Closed Laerdal DocuCare Learner
Licenses for new Sci.mare

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

View Requisition Pro00ss71 am

Company Requester Status. Total Amount

Budget Check Status  Pass Simmens College Company Employes: Anastasia Thrush InProgress  100.00 USD

*~ Shipping Address
Deliver-To ® Main Campus > Main College Builging - Main Campus > Main College Building - A-215
Ship-To Address ~ © 300 The Fenway Boston, MA D2115-5898 United States of America

~ Requisition Information
Request Date 06/22/2023
Currency uso
Requisition Type Blanket Purchase Orders
High Priority No
Sourcing Buyer (empty)
Submitted by Anastasia Thrush
Consolidate Requisitions on Purchase Orders No
Exclude Ship-To Address when Consolidating Requisition Lines ~ Ves
Memo to Suppliers Please contact (617)555-5555 1o schedule service
Internal Memo Quote #123456 for Event Setup Service

Add More
Servicelines  Balances  Process History

If the budget check has a warning, budget is available but not necessarily in the spend category
you selected. The requisition will be in your Workday inbox, click submit on the requisition from
your inbox and it will move on to approvals.

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.

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 reviewing Process History.
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5. Click Process History to scroll through the history of your report’s movement through approvals.
Here you will see where the report is currently pending for approval, as well as any comments
left by your approvers.

Service Lines Balancy® Process History

Process History 10items i ol B

Process Step Status Completed On Due Date Person (Upto 5) All Persons ~ Comment

Requisition Event Requisition Event Step Completed 06/22/2023 06/29/2023 Anastasia Thrush 1
09:30:24 AM

Check Budget (Financial) Check Budget (Financial) Automatic Complete 06/22/2023 06/24/2023 ]
09-30:24 AM

Check Budget (Financial}

/Job: Run Budget Check Step Completed 06/22/2023 0
09:30:28 AM

Check Budget (Financial) Review Budget Check Not Required 06/24/2023 ]
Check Budget (Financial) Review Budget Check Not Required 06/24/2023 0
Check Budget (Financial) Override Budget Check Not Required 06/24/2023 ]
Check Budget (Financial) Service: Reserve Budget in Budget Check | Step Completed 06/22/2023 06/24/2023 Workday Service 1

09:30:28 AM

Requisition Event Review Requisition Not Required 06/29/2023 [
Requisition Event Approval by Simmens Grant Manager Not Required 06/29/2023 0
Requisition Event Approval by Cost Center Manager (All | Awaiting Action 06/24/2023 Roslyn Taylor (Cost Center Manager) 1
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Next Steps

Once your punchout requisition completes the approval process, the purchase order will automatically be
sent to the supplier by Workday to place the order.

This differs from regular requisitions which require the Purchasing department to issue and send the PO to

the supplier.

For WB Mason orders:

Most orders are delivered as soon as next day if the requisition completes the approval process prior
to 11am. WB Mason orders are fulfilled via desktop delivery, brought right to the office noted in the

Memo to Supplier field on your PO.
After your order is submitted and fulfilled, no additional action is needed on your part.

WB Mason orders are direct billed to the University. No invoice will need to be processed for

payment to be issued.

For all other punchout orders:

Once your order is fulfilled, you will receive an invoice from the supplier. Please enter the invoice
against the PO for payment to be issued.

Additional information and guides for this process can be found on the Accounts Payable webpage.

Contact ap@simmons.edu for further assistance, if needed.
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