
Workday Requisitions Instructions and assigning a shopping cart 

Step 1: Log on to Workday. 

Step 2: Click the “Menu” button on the top left of the screen.

  

Step 3: Click the “Requisitions” App. 

*Note: if “Requisitions” does not show up for you, you will have to add the App to your menu 

by clicking the “+Add Apps” button. 

 

 



 

Step 4: Under “Ordering Methods” section click the “Connect to Supplier Website” button. 

 

 

Step 5: Click the white “Connect” button in the top right of the screen. 

 

 



 

Step 6: Click “Office Supplies” under the “Enterprise Suppliers” tab  as the supplier. Make sure 

not to use Safari or Microsoft Edge as there might be more issues using these browsers 

compared to Google Chrome. 

 

 

 

 

 

 

 

 

 

 

 

 



Step 7: Select “Products” on the upper left hand side of the screen 

 

Step 8: Select “Office Supplies” 

 



 

Step 8B: Select “Explore All” 

 

Step 9:  Search for an item 

 



Step 10: Select Item and Quantity and then click the blue “Add to Cart” button 

 

Step 10: When everything you need is added to your cart, click “Submit Cart” 

 



Step 11:  Click “Assign Cart 

 

Step 11B: Type in the department administrator that will be responsible for approving the 

purchase (For this example it will be “Debby Stanford”) under First and Last name then click 

Search. 

 



Step 11C: After finding them, click the plus sign on the right hand side of the screen. 

 

Step 11D: Click Assign and add notes for reason of purchase and the worktag being used for the 

purchase (Additionally any other important information the assignee should know) 

 



Step 12: Your order should now be assigned to your department administrator. They will make 

sure everything looks correct and place the order on your behalf.  

 


