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.
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Hello There It's Monday, September 18, 2023

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

Requisitions (Past & Months) Edit Filters Requisition Details
Open (0) Completed (0) Requesting for
Bella Hicks
Company

The Rector & Visitors of the University of Virg...

Currency
usD ($)
— Ship-To
) 1605 Jefferson Park Ave.
Worktags
No Open Requisitions | Fund: FD0O02 Unrestricted Local Fund |
You can track requisitions you create here. | Cost Center: CCO059 AS-Economics (ECON) ‘

start Requisition

Ordering Methods

Request Non-Catalog Items

Connect to Supplier Website

@ Add from Templates and Requisitions

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

Connect to Sup| ]

Company Requester Currency

The Rector & Visitors of the University of Virginia Bella Hicks usD

Supplier Websites 1 tem =@
Logo Supplier Link Name Multi-Supplier Supplier Description

UVA Marketplace UVA Marketplace -

FUVAI



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.
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. N Office Furniture Scientific Supplies Industrial Equip & Supplies Office Supplies.
Effective 10/07/2024, Procurement & Supplier Diversity
Services is pleased to announce that Neta Scientific has a
new punchout catalog in the UVAMarketplace for scientific Enterprise Suppliers .
items. Neta Scientific, Inc. is a woman and minority-owned
business, certified as SWaM with the Commonwealth of o 5] o o

Virginia's Small Business and Supplier Diversity. For federal
grant and contract reporting, they are also self-certified as a C Lab Equip, Supplies & TaE Payment
Small Disadvantaged Business and as a Women-Owned Small Catering ‘Services Method Required Office Supplies
Business. They are also a level 2 punchout, meaning you can

search for their items in the Marketplace search

bar. Ordering instructions can be found *HERE*. Internal Service Providers ~
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Effective 06/10/2024, Procurement & Supplier Diversity TravelUVA ey UVAPrint UVAZRy
Services is pleased to announce that Blackhawk Network has Flights, Hotels, UVA's Non-Profit Payment via Cost UVA Executive peelities UVA Digital
a new punchout catalog in the UVAMarketplace for gift card Rental Cars Tech Store Transfer Search Group Rques‘s Accessibility

purchasing. An ordering guide and instructions can be found
*HERE*

ITS Service Request
Port

Effective 12/15/2023, Procurement & Supplier Diversity UVA Surplus Property .

Services is pleased to announce that RGH Enterprises has a
new punchout catalog in the UVAMarketplace. Instructions
on how to navigate through the punchout are Lab Supplies v
found * HERE *.
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RGH Enterprises (RGH) is another option for purchasing Assay Kits, Reagent, Life Science Life Science Equip & Gene Reagents, Kits & Life Science Equip &
" P " Life Science Prod & Services
office supplies. To ensure proper building delivery to you, Antibodies Materials & Test Supplies Services Supplies
please complete this form *HERE*--filling out the form is
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https:/fprocurement.virginia.edu/sites/procurement/files/2020-08/TSRC Personal Order Instructions as of 7.30.20.pdf
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Step 7: Select “Products” on the upper left hand side of the screen
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solutions.sciquest.com/apps/Router/PunchoutFrameSet?ReturnUri=% FHome&token=MTpBRVMyIONKV2ttbzIVek5rYnRrSXRLMGVMNVpTWGZvcTIP...

The i X Enter keywords Q University of Virginia E
Products ists  Quick Order cct:
Supply Advanced Semrch Acct:1407600-UVAACAD
Retumn Policy Proof of Delivery Order Reminders (804) 412-1200 Live Chat Online

Sustainable Products
There is currently a shortage on your standard 30% recycled copy paper, HAM 86700,
Please use AME 31600501 or AME SCR1120 for 30% recycled options.
Or use HAM 162008 or TSR 101212 as your general options.
If you have any questions about your account or who to contact with future questions, please reach out to Margie Brown mbrown@thesupplyroom.com 804-412-2778.

*Click on the icon below to access the Best Value/Greatest Savings Core List of items for the University*

ACCOUNT EXECUTIVE:
Keith Courtney
(434) 989-4305
keourtney@thesupplyroom.com

CUSTOMER SERVICE:
. (800) 849-7239 — Toll Free

Step 8: Select “Office Supplies”
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Office Supplies

Technology

Breakroom

Furniture & Interiors
Janitorial & Facility Supplies

Safety & PPE
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Recently Viewed Items

Shop HON Furniture



Step 8B: Select “Explore All”

@ Chrome File Edit View History Bookmarks Profiles

Private Value Auction PunchOut

Tab Window Help

x Forms and Helpful Links | D

solutions.sciquest.com/apps/Router/PunchoutFrameSet?ReturnUi

< Back

Office Supplies

Binder Accessories
Binders & Report Covers
Business & Travel Cases
Calendars & Planners
Cards & Stationery

Cash Handling
Envelopes

Folders & Filing Supplies
Forms & Recordkeeping
General Supplies

Labels

Mailing & Shipping

Paper & Writing Pads
Stamps & Stamp Pads
Storage

Tape & Adhesives
Workstation Organizers

Witing

Step 9: Search for an item
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Return Policy Proof of Delivery

Home > Office Supplies

Office Supplies

ZAlFiters  BrandName  Product Type

Category: Office Supplies

() select

ADVANTAGE

Alliance Rubber Company
Alliance Rubber 26335 Advantage Rubber

Bands - Size #33 - Approx. 600 Bands - 3
172" x 1/8" - Nat.

ALL26335

$8.20 / Box
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Advanced Search

Order Reminders

Showing ltems 1 10 24 of 12,490

Recycled | Packaged Quantity  Product Color
() select () select
=
BIC Advantus Corp

BIC Cover-it Correction Fluid - 20 mL -

Advantus Badge Clip 36" Deluxe Neck
White - Fast-drying - 1 Each

Lanyard - 24 / Box - 36" Length - Black

BICWOC12WE AVT75401
(BICWOC12) (BAUB9409)
Contract Price Contract Price
$0.89 / Each $31.20 / Box
Ships in 12 Bus Days
e
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University of Virginia
Acct: 1407600-UVAACAD
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Select Al Show
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View i
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Business Source

Business Source Standard Desktop Tape
Dispenser - 1" Core - Non-skid Base -
Plastic - Black

BSN32054

Contract Pri

$2.69 / Each
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Live Chat Online



Step 10: Select Item and Quantity and then click the blue “Add to Cart” button
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Keyword: K-Cups
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O‘c\_ock
HAZELNUT

sow outt

KEURIC

Green Rabbit Green Rabbit SOLD OUT FIND ALTERNATE ITEM Eight O'Clock
Snack Box Pros K-Cup Favorite Flavors Snack Box Pros K-Cup Assorted K-Cups Hazelnut Coffee K-Cups, 24/Box
K-Cup Assortment Box - Compatible with Box - Compatible with Keur
Keurig K-Cup Brewer - 48 / Carton Brewer - 84 / Carton TSRSOLD-OUT
GRR70000035 GRR70000034 (GRR70000024) GMTe406
$93.25/ Each $119.82 / Each $0.00/ Each ComyactRrice)

$12.66 / Box
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1 item added to cart

GRR70000034
Snack Box Pros K-Cup $119.82
Assorted K-Cups Box -
Compatible with Keurig K.

1@$119.82/ Each

Subtotal (2 items): $213.07
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Step 11: Click “Assign Cart
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R Shopping Cart + Shopping Cart ® - Assign Cart
LS Simple Advanced . Summary B
- Details ~
iy Search for products, suppliers, forms, part number, etc.
For
‘Ws Sammy Tarek Aridi
Cart Name 2024-11-13 YDQ7AE 01
Total (213.07 USD) ~
& (2120750
Shipping, Handling and Tax charges are calculated and charged
by each supplier. No estimate is provided here but the amounts
b 2 Lines - will be included on the supplier invoice. Vendors may have
minimum order size requirements.
Subtotal % 213.07
TSRC, Inc. - 2 Items - 213.07 USD
Total % 213.07
SUPPLIER DETAILS (6] (8 @ i
Item Catalog No. Size/Packaging Unit Price Quantity Ext. Price
Snack Box Pros K-Cup Assorted K-Cups Box - Compatible with Keurig K- GRR70000034 EA 11982 Qty: TEA 11982 O
Cup Brewer - 84 / Carton
~ ITEMDETAILS -
Supplier Part Cookie=true|UserName=University of Contract:
Auxiliary ID VirginialUserEmail=ydq7ae@virginia.edu
" Commodity Code Food/Beverage v
Snack Box Pros K-Cup Favorite Flavors K-Cup Assortment Box - GRR70000038 EA 93.25 Qty:1EA 93.25 r
Compatible with Keurig K-Cup Brewer - 48 / Carton
~ ITEMDETALS §-
Supplier Part Cookie=truelUserName=University of Contract:
Auxiliary ID VirginialUserEmail=ydq7ae@virginia.edu
Q Commodity Code Food/Beverage v
more ino.
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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.
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User Search
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User Name

Emal @

Results Per Page




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

New Search

Name User Name. Email Action

Stanford, Debby Jeanne DJB4C dibac@virginia edu

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)
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Note To Assignee:




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.
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