MONTCLAIR

STATE UNIVERSITY

Finance: Procurement Lifecycle

Procurement

Requisitions are used to request goods and services for Montclair State University.
This guide details the entire purchasing process, from creating a requisition through
the purchase order process to receiving and returns. It is important to note that the
Requester is responsible for managing the lifecycle of each request and following
through to ensure all requests are completely closed.

The requesting and managing functionalities are available to Administrative Assistants.
The approval functionality is available to Cost Center Managers.
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Procurement Guidelines

The first step in purchasing goods or services, is to ensure the proper procurement process is
followed and adhered to prior to entering a requisition into Workday. While this Procurement

Lifecycle Job Aid will not speak to that process in detail, the below chart is a high-level overview
of the procurement thresholds.

Goods & Prevailing Wage . *
Services Contract | Contract Value Requirements
Value
$0 - $22,179 $0 -$7,879 1 Quote (Competition is not required, but is recommended)

$22,180 - $110,899

$7,800 — $39,399

3 Quotes (except for limited sole source exceptions in which the sole
source form must be completed, use of a Cooperative Contract in
accordance with the methodology listed on the website)

$110,900 $39,400 Bid Threshold - Three Potential Methodologies
and above and Above 1) Public Bid; 2) REP Waiver of Advertising (if an exception exists);
or 3) Use of a Cooperative Contract (in accordance with the
methodology listed on the website)
Board of Trustees Approval
$500,000 and Above (required for all procurements regardless of methodology)

* University Contracts (UNC’s) may be utilized for any threshold. University-wide UNCs are posted on the website.

In addition to the procurement thresholds, the following is required for all individual or
cumulative purchases within a fiscal year or the aggregate contract value totaling the below
thresholds. The “Confirm Supplier in Workday” provides additional information regarding how
compliance with these forms can be checked in Workday:

General Goods &

Services
Threshold

Prevailing Wage
Threshold

Requirements

$16,635

$5,910

Business Registration Certificate (BRC)*
(for individual or cumulative purchases within a fiscal year or the
aggregate contract value totaling 15% of the bid threshold or more) —
Non-profits and public entities are exempt.

$17,500

Chapter 51 Approval (EEO333 Political Contributions) *
(for individual or cumulative purchases within a fiscal year or the
aggregate contract value totaling $17,500 or more) —
Non-profits and public entities are exempt.

$110,900

$39,400

Certificate of Employee Information Report (Affirmative Action) *
(for individual or cumulative purchases within a fiscal year or the
aggregate contract value totaling the bid threshold or more)

Not Applicable

$2,000

Public Works Registration Certificate*
(related to prevailing wage)

More detailed information is located on the Procurement Services website.
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Requisitions

The two types of requisitions within Workday are Punch-Out Catalog Requests and Special
Requests (Non-Catalog Items). Punch-Out Catalog Requests incorporate specific supplier
websites with whom we have contracts for specific products. Requesters will be able to
navigate to the appropriate website, select the items needed, and assign MSU information to
the request in order to place their order.

Special Requests (Non-Catalog Items) constitute those requisitions for goods and/or services
that are not part of the pre-set Punch-Out collection. These will be the majority of most
requesters’ requisitions.

Workday Procurement Process

The Workday Procurement process is a set order of steps to ensure appropriate buying
procedures have been followed.

Confirm Available Budget
Before a purchase request is entered into the system, the available budget should be confirmed
so that the request does not get delayed by any budget review issues.

Confirm Supplier in the System

The Requester should confirm in the system that the supplier information has been set up and
is complete. All Software as a Service (SaaS), otherwise referred to as “Cloud,” solutions must
have their cybersecurity practices and accessibility reviewed and approved by Information
Technology. If the purchase is of any SaaS software where the Supplier does not have a valid,
HECVAT, HECVAT Review Form, and a VPAT Form in Workday, the Requisitioner must obtain
and submit the required documents for approval. For more information, please click on the link
below for HECVAT https://www.montclair.edu/information-technology/security/hecvat/. For
VPAT https://www.montclair.edu/digital-accessibility-initiative/information-for-vendors/

Enter Requisition
Enter the requisition details into the system and include any attachments as needed.

Approvals

Once the requisition has been submitted, it will be routed the Cost Center Manager, and any
specialty Approvers as needed. Any of these approvers can send the request back for changes
or approve the request and have it continued through the process.

Procurement Buyer
The Procurement Buyer will then review the request and any related attachments to confirm all
information is complete and then approve the request and have a purchase order issued.

PO Change Request
Any allowable changes to a purchase order need to be made by the requester and sent through
the approval cycle, once the budget has been confirmed as available for the modifications.

Receiving

When goods are in hand, or services have been delivered, the Requester will need to confirm
receipt in the system and attach the related documentation - packing slip for goods, and the
completed Certification of Receipt of Services form for services.
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Returns

Returns can be initiated in the system after the Requester contacts the supplier to receive a
Return Merchandise Authorization (RMA) number. When completing the Return information in
the system, the original packing slip must also be attached to show proof of receipt.

Invoice to Accounts Payable

The Supplier should be sending their invoice to invoices@montclair.edu, and it must include the
PO number. When sent directly to Accounts Payable at this email address, the turnaround time
for payment can be optimized. Should a requester get an invoice, they must ensure that it has
the purchase order number on it and then include the receipt number along with their name
and extension before sending it to invoices@montclair.edu.

Payment to Supplier
Accounts Payable will match the purchase order with the receipt and the invoice so that a
payment can be generated from the system and sent to the supplier.

The below diagram explains the correct Procurement Process:

Correct Procurement Process

O&m - Confirm : Purchase Order Create R
ot Suppher Recision Order Fulfiled Receipt s
Payable

Incorrect Procurement Process

Submit to
Invoice Requisition Purchase Accounts
Ordeor Payable

Check Budget

The first step in creating a requisition is to check the available budget for your organization
(Cost Center, Gift, or Project) by running the R002 Report. For Grants, run the R134 Report.
If the Requester does not have access to these reports, they should speak with their Cost
Center Manager to confirm the budget information.
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e Inthe Search field, enter RO0O2 to find |e In the Search field, enter R134 to find
and run the Budget Report.

and run the Grant Summary by
Ledger Account report.

R002 Operating Budget Variance for Organization R134 Grant Summary by Ledger Account

Organization search =
Organization * =
Period * All Cost Center Hierarchies >
Division > Period *  x FY2020-04Oct =
Worktags
All Gifts > —_— .
ware pe—
Ledger Account/Summary Active Cost Centers >
Active Cost Centers by Cost Center > Worktags =
Hierarchy
Filter Name All Gift Hierarchies 5 Ledger Account/Summary =
Manage Filters Active Division Organizations by > — o—
0 Saved Filters Division Hierachy Rend Category s Wosktag

1) Inthe Organization field of the R002, select the Prompt icon and search for the
organization you wish to view. To view a list of all Cost Centers or Gifts to which
you have access, select Active Cost Centers or All Gifts.

2) In the Organization field of the R134, select the Prompt icon and search for the
project you wish to view.

3) Click the OK button.

The R002 Budget Variance Report.

< R002 Operating Budget Variance for Organization (aix:) H &
Organization Cost Center: CC10315 Technology Training and Integration Budget Name  FY20 Reporting Budget
Budget Structure  Reporting Budget Structure - Parent Period FY2020- 02 Aug
15 item: Ko
Budget to Actuals for Cost Canter: CC10315 Technology Training and integration FY 2020
Report ran on 08/08/2013 for Period FY 2020 - 02 Aug Original Budget Amendments Revised Budget Obligation Commitment Reserved Joumals | Available Budget § | Avaiable Budget
Personnel Expense 1,807,345 60 0.00 1,807,345 60 0.00 000 0.00 1,807,345 60 1000% | .
Non-Position Controlled 594209.43 0.00 59420943 0.00 0.00 0.00 59420943 100.0%
Position Controlled 1,213136.17 0.00 1213136.17 0.00 0.00 0.00 121313617 100.0%
Total Personnel Expense 1,807,345.60 0.00 1,607,345.60 0.00 0.00 0.00 1,807,345.60 100.0%
Non-Personnel Expense 5916.00 0.00 5916.00 0.00 0.00 33750 5,578.50 943%
‘ General Operating 5,536.00 0.00 5,536.00 0.00 0.00 337.50 5,198.50 93.9%
‘ Materials and Supplies 3,035.00 0.00 3,035.00 0.00 0.00 |33/ S50 } 2697.50 88.9%
‘ Services 2.501.00 0.00 2,501.00 0.00 0.00 0.00 2,501.00 100.0%
Travel 380 00 0.00 380.00 0.00 000 0.00 380.00 100.0%
Total Non-Personnel Expense 5916.00 0.00 5916.00 0.00 0.00 337.50 5578.50 94.3%
Total Expense 1,813.261.60 0.00 1,813,.261.60 0.00 0.00 337.50 1,812.924.10 100.0%

Review the appropriate Parent Level Available Budget column to ensure money is
available for the proposed purchase.

If there is not enough budget in the correct parent account, a budget amendment will need
to be completed and approved. For further instructions on processing budget
amendments can be found in the Budget Amendment Reference Guide.
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The R134 Grant Summary by Ledger Account report.

< R134 Grant Summary by Ledger Account Cazons

Grant, Cost Center, Division & Hierarchies  Grant: GR00229 Noyce at Montclair: Preparing the Efiective Elementary Mathematics Teacher Scholarship Program Period  FY 202004 Oct

Grant Budget to Actual by Ledger Account

Roport Name: R134 Grant Summary by Ledgor Account

Fiscal Period: FY 2020 - 04 Oct

titems e
Ledger Account Summary Original Approved i YeartoDate  LifetoDate  Obligaion ~ Commitment  Reserved Joumals  § Availableto Spend % Available to Spend Shc::ng

] Direct Costs $1,02363200 000 $1,02363200 000 0.00 000 000 0.00 0.00 5102363200 100.00% 000

‘ Salaries & Wages $139,650.00 0.00 $139,650.00 000 0.00 000 0.00 0.00 0.00 $139,650.00 100.00% 000

l Graduate Assistants Pay 45,000 00 0.00 $45,000.00 000 000 0.00 000 0.00 0.00 $45,000.00 100.00% 000

] Fringe Benefits 527,095.00 000 $27,095.00 000 0.00 000 000 0.00 0.00 $27,095.00 100.00% 000

‘ Other Operating $96.448.00 0.00 $96.448.00 000 0.00 000 000 0.00 0.00 $96.448.00 100.00% 0.00

|

$18,000.00 100.00%

$18.000.00

$18.000.00

Travel Domestic

Once confirmed that there is enough budget to proceed, begin to build the request.

Confirm Supplier in Workday
BEFORE beginning the Requisition process, confirm the supplier exists in Workday.

1) Type Find Suppliers in the Search field, and click Find Suppliers

Q find suppliers*

Find Suppliers - F

2) Onthe Find Suppliers screen, enter the supplier's name on the Supplier
field.
3) Click Enter to process the search.
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Find Suppliers

Supplier

Supplier Name

Supplier ID

Tax ID

Supplier Status

Supplier Classifications

Supplier Category

Supplier Group

Customer Account Number

DUNS Number

Payee Alternate Names

Supplier Contacts

4) From the list of search results, click the selection box next to the appropriate
supplier for the request.
5) Click the OK button.

Find Suppliers

Supplier sharp

Supplier Name Search Results (3)

. SHARP ELECTRONICS

Supp"er ID CORPORATION

MERCK SHARP & DOHME
Tax ID CORP

DOUGLAS SHARPE LLC
Supplier Status =

f 1
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In the supplier report:

o A status of “Active”, in the Supplier Status column, indicates the supplier is
available to use. Other statuses include “Inactive” (supplier has not been used in
a specific period of time), “Hold” (temporarily unavailable if there is an issue with
this supplier file), and “Draft” (the file is being created or updated).

e The Supplier Contacts column lists the name(s) of the connection(s) within the
supplier that works with Montclair State University.

e The Primary Remit-To Address shows the default location of where payments
are sent for this supplier.

e The Remit-To Connections displays the alternate addresses on file for where
payments can be sent.

e The Order-From Connections lists the associated addresses for where the
purchase orders should be sent for this supplier. When checking the status of the
supplier, make note of the preferred address of where your specific purchase order
should be sent, as you will need to indicate this on the corresponding requisition.

e The Affirmative Action, Business Registration Certificate, and Chapter 51
columns indicate which documents are on hand, the ID numbers, issue and
expiration dates for the specific supplier.

e Software as a Service (SaaS) (a/k/a “Cloud”) Suppliers must have approved
HECVAT (HACVAT and HECVAT Review Form) and VPAT documents in
Workday with a valid date. Please check the “Find Suppliers” report for the
valid date. If the field is blank or has an expired date, the requesting
department must submit a completed HECVACT in .xlsx format. HECVAT
Review request in .docx format and PVAT form when creating the
requisition. The detailed guidance is available here: for HECVAT
https://www.montclair.edu/information-technology/security/hecvat/. For
VPAT https://www.montclair.edu/digital-accessibility-initiative/information-
for-vendors/

Find Suppliers &n

Supplier Name cayuse IRS 1099 Supplier No

1 item

Does Does

Supplier Supplier

have HECVAT Review Have

approved HECVAT Form Expiration Approved VPAT Expiration
HECVAT Expiration Date Data VPAT Date

Yes 10/25/2022 10/25/2025 Yes

If the supplier does not exist in the system or the supplier's contact information is
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incomplete or needs updating, please have the supplier complete the Supplier
Create/Maintain Form. Once you have received the completed form from the supplier,
along with their W9 or W8, fill out the header section of the form with your information
so that you will be notified once it is done. The form and W9 or W8 must be sent to
suppliercreate@montclair.edu.

The Supplier Create/Maintain form can be found on the Procurement Services website

under Forms.

A supplier can be used in a transaction, ONLY if their status is “Active”, and there
is data in both the “Primary Remit-To Address” and “Order-From Connections”

fields.

< Find Suppliers Gaios)

Supplier Name ~ sharp  IRS 1099 Supplier  No

Q SHARP ELECTRONICS
CORPORATION

$-00001832

131968872 Active

Suppliers S-Z

< Find Suppliers

SHARP BUSINESS
SYSTEMS

Defauit PO
Supplier Supplier Name Supplier ID TaxID SOpmio: Supplier Category Supplier Alternate Name Supplier Contacts Faeot Issue Primary Email Address
Status Group Supplier Email

BETTIJEAN CONTE
O MICHAEL CRUZ

0]

terrya@sharpsec.com

Supplier SHARP ELECTRONICS CORPORATION

1item

United States of America BOX 757535 PHILADELPHIA

PA USA 19175-7535

SHARP ELECTRONICS
CORPORATION - Remit-To:
BOX 757535 PHILADELPHIA
PA USA 19175-7535-1
(Inactive)

SHARP ELECTRONICS
CORPORATION - Remit-To:
DEPT CH 14272 PALATINE
IL USA 60055-4272-3

IRS 1099 Supplier No

From: 100 PARAGON DRIVE
MONTVALE NJ USA
07645-3

SHARP ELECTRONICS
CORPORATION - Order-
From: ONE SHARP PLAZA
MAHWAH NJ USA
07495-1

SHARP ELECTRONICS

CORPORATION - Order-
From: ONE SHARP PLAZA

\—

MAHWAH NJ USA
N 7495-2 J

02 i 02

02

03 Business 03 Business

Primary Remit-To Addres! Remit-To Connections Order-From Connections Action Certificate  Action Certificate  Action Certificate  Registration Registration

Number Issue Expiration Certificate Number  Certificate Date
DEPT CH 14272 SHARP ELECTRONICS SHARP ELECTRONICS 0000001013 05/15/2023 0058410 11/08/1965
PALATINE, IL 60055-427] CORPORATION - Remit-To: CORPORATION - Order-

To the right of the Supplier,
and their expiration dates.

is where you would locate the State required certificates

Dollar Threshold: General Goods & Services $16,635 / Prevailing Wage $5,910 and
above Requirements: Business Registration Certificate (BRC) Policy & Regulations:
State of NJ Requirement Cumulative across the University

Dollar Threshold: $17,500 and above Requirements: Chapter 51 (Political
Contributions Disclosure Form) Policy & Regulations: State of NJ Requirement
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Dollar Threshold: General Goods & Services $110,900 / Prevailing Wage $39,400 and above
Requirements: Affirmative Action Certificate.

< Find Suppliers Cagies)

SHARP ELECTRONICS CORPORATION

Supplier IRS 1099 Supplier No

1 item

02 Affirmative 02 Affirmative 02 Affirmative 03 Business 03 Business Chanter 51 Chapter 51
Action Certificate  Action Certificate  Action Certificate  Registration Registration Slar‘FDale Expiration
Number Issue Expiration Certificate Number  Certificate Date Date

0000001013 05/15/2023 0058410 11/08/1965 10/03/2018 10/03/2020

Enter a Requisition

1) Enter Create Requisition into the Search bar and click Create Requisition —
Task.

N

W Q) create requisitior]

Alternately, click on the Menu located on the left top side and choose the Cost
Center Finance & Budget icon in the Application window on the Home page,
and select Create Requisition from the Tasks pane on the Requisitioning tab.

-

STATLE UNIVERSITY

Cost Center
Finance & Budget

The Create Requisition screen displays and defaults data in the following fields:

Company, Requester, Currency, Deliver-To Cost Center, Division, and
Additional Worktags such as Fund, Location, and Program.
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Requisition Details

Requesting for

Erick Fermandez
Company
Montcialr State University

Currency

Uuso (s)

Requisition Type

1 Quote

Deliver-To

Overlook Bullding
Ship-To
150 Clove Road
Worktags
Cost Center. CC10204 Purchasing

Division D53 Finance and Treaswry

Imote woktage  yiew ol worklags

\

2) Click “Edit Details” if you would like to modify any of the fields displayed on the
current screen (you can do this on the main page of the requisition later on
too).

Worktags
[ Cost Cemter: CC10316 Enterprise Application Se...

[ Division: D70 Information Technalogy

2more worktags  view all worktags

3) In the “Edit Requisition Details” screen, modify accordingly and click “Save Changes.’

Click the prompt icon to select the Requisition Type, which is a required field.
Requesters must choose from the following:

e 1 Quote

e 3 Quotes

e University Contracts (UNC#)

e BOT Waiver of Advertising

e State of New Jersey Cooperative Contract
e Federal GSA Cooperative Contract
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e Local Cooperative Contract

e Nationally Recognized Cooperative Contract
e Sole Source

e Emergency Procurements

e Punch-Out Catalogs

Edit Requisition Details

O Updates 10 Workiags, Deliverto Locations, and Ship10 Addresses wont apply %0
exigting cart items. Remove il cart tems if you want 10 edit Requismion Detalls

that are read-only

Regquesting for w Erick Fernandesz =
Reques (3 ¥

mpany
Requ n iype " (128 ] e —
D o | X 1%0Ciove LEY erlock Building
Sh ave Road e Falls 4 Unne

If the Requisition Type contains an identifying number (contract ID number, State, Local,
National, GSA Cooperative Contract, University Contract, BOT Waiver, Sole Source, or
Emergency Procurement), the system will prompt you for the number AFTER you click
the Submit button at the end of the requisition.

4) Go to your Inbox, complete the Contract Info questionnaire and click “Submit”
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= MENY “.”\“l_““ Q my requisitions - n PJ

" All Items % W
= Q % Collect Contract/Waiver Number -
0 Fot C 1 Contract/Waiver Number for Requisition’ RO-00045448, Requester Enck
pandel. Date OS5/ T /2024 Ay
L Coflect Cordtract/Watver Number- Vivands

RO-00043464

B vy pos s Futrr Sas twen

Duwe 041 4

Chech Budget (Fimancial) for

Requititaon
D OA1A2024

Requintion RO-0004%381

Save for Later Cancel

Please refer to the “Reguisition_Type Methodologies” document posted on the
Procurement Services website for additional details on these requisition types and
the requirements for each.

5) If this requisition is for a cost center other than the one defaulted, or for a gift,
grant, or project, change the worktags on this screen by clicking the X in the
corresponding field to remove the default fields and search for the
appropriate worktag via the prompt icon. The updated worktags will then be
updated on each line of the requisition.

Note - If a requisition is created for another Cost Center, Grant, Gift, or Project that the
requester does NOT have access to view, the system will display the following soft
warning:

Alert

1. Page Alert

- You have used a cost center(s) that you are not listed as a requisitioner for. This will prevent you from being able to run financial reports and see payment detail,
If you need this access, please request access to the following Cost Center(s):

Impacted Cost Centers:

CC10249 VP Facilities  (Requisition)

This soft warning will not prevent the request from being submitted in the system.

6) Click the OK button.
7)  Onthe Create Requisition screen, under the Ordering Methods section,
select the type of request to create:

a. Request Non-Catalog Items —All purchases that are not within a Punch-Out
catalog. Click the Request Non-Catalog Items link to begin a Special
Request requisition and display the Request Non-Catalog Items request
screen.

b. Connect to Supplier Website — All purchases related to Punch-Out
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catalogs from which to create requests. Click the Connect to Supplier
Website to select from a list of Punch-Out Catalogs. See the Create a Punch-

Out Requisition section of this guide for more details.

Ordering Methods

c. You can also use the “Add from Templates and Requisitions” option to copy

information from previous requisitions into a new one.

No Charge Goods Line

Zero-value line items should be added to requisitions to better track and receive free

samples and replacement items.

Line item 2, below, is an example of a zero-line item added to a requisition from a quote.

16
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Goods Lines 2 items

Goods Order Line Line Item and Category Tax Tax Recoverability Tax Option Quantity Cost

< T | iem Tax ordered Unit of
Applicability Measure
L Case
Brewi: Received
Description Tax Code uUnit Cost

Montclair State o 51.50

Memo Pads 5.5 x %

8.5 Invoiced Extandad
0 Amount

Spend

Category 51.50
SC0172 Office

Supplies

|
C Item Tax Ordered Unit of\

Applicability Measure
1

Each
Item

R 2
Description Tax Code eeaivad Unit Cost

Sample Notepad E 0.00

Invoiced
Spend Extended

Category o Amount
SCc0172 Office
Supplies

0.00

Discounts and Credit Memos

Please note the following parameters when dealing with discounts and credit memos in
requisitions:

o Workday does allow for discounts to be taken as a separate line item entered as a
negative number. If the discount is $5,000 or more, please enter this information
on the header, in Other Charges field.

e |If a quote has been received from the supplier with a discount, use the original
price and the discount figures because the discount will automatically be deducted
from the total price in Workday.

¢ Any credits memos should be sent to Accounts Payable directly, and NOT attached
to a requisition.

Non-Catalog Items — REQUEST GOODS VS. SERVICES

Goods vs. Service Type: Goods should be selected when requesting physical objects or
services that must capture the breakdown of hours and hourly rates (such as Consulting
Services). For services that do not require the breakdown of a Unit of Measure (UOM) and
are task-oriented orders based on dollar amounts, the Services option should be selected.
A requisition can have both Goods & Services lines, if applicable.
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Non-Catalog Items — REQUEST GOODS

Complete the required fields as listed below:

Quotes with more than 15 lines

NOTE: If more than fifteen lines are on the supporting document, one line is
acceptable. This line must be entered in “Services” (regardless of whether these are
goods or services) and with atotal lump sum so that the PO can be received multiple
times based on the amount and not on quantity.

a)

b)

d)

9)
h)

)

Non-Catalog Request Type: Select Goods when requesting physical objects or,
in the case of services that need to capture the breakdown of a unit of measure
(UOM) such as hours and hourly rates (Consulting Services is an example). Any
items requested will need to be received in Workday by the requester once
delivered.

Iltem Description: As this information will print on the purchase order for the
supplier, enter all details for the item, including the quote number, manufacturer
or part number, and specific description of the item/service being requested.

Spend Category: Represents the commodity being requested (previously called
the Account/Category Code). Click in the field and enter the number, and name of
the category, or use the dropdown list provided to locate and select the appropriate
spend category.

Note — Select the spend category based on what is being purchased, not based on
the related child account in the budget.

Note- Once the spend category has been selected, click the related actions
twinkie to confirm the parent pool name for the spend category.

Supplier — Leave this field blank as it should be completed at the end of this
process unless instructed to complete by the Procurement Department.

Supplier Contract — Leave this field blank unless instructed to complete by the
Procurement Department.

Quantity — Enter the number of items for goods, or hours for services, being
ordered. Note — Workday does not support fractions within the quantity field.

Unit Cost — Enter the cost of one unit of the line item.
Unit of Measure — Select the appropriate unit of measure from the dropdown list.

Extended Amount — This field auto-calculates based on the quantity and cost
fields.

Memo — Enter information in this field for the approver and buyers. This is an
internal memo line and does not print on the purchase order.
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Non-Catalog Request

Back to Requisitions Home

What do you need to order?

Description *

(C]

What type of order is it?

Spend Category*

s this a goods item or a service?

What is the quantity and cost?

Quantity *

Unit of Measure *

% Each =

<o

Se=—m
e

Non-Catalog ltems — REQUEST SERVICES

Complete the required fields as listed below:

a) Non-Catalog Request Type: Indicate Services for task-oriented orders based on

b)

dollar amounts rather than quantity. These items will need to be received in
Workday based on dollars due rather than quantity. Note: Select Goods in the
case of services that need to capture the breakdown of a unit of measure (UOM)
such as hours and hourly rates (Consulting Services is an example).

Item Description: As this information will print on the purchase order for the
supplier, enter all details for the service being requested.

Spend Category: Represents the type of service being requested (previously
called the Account/Category Code). Click in the field and enter the number, name
of the category, or use the dropdown list provided to select the appropriate
category. Note — Select the spend category based on what is being purchased,
not based on the related child account in the budget.

Note - Once the spend category has been selected, click the related actions
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d)

9)
h)

twinkie to confirm the parent pool name for the spend category.

Supplier —Leave this field blank as it should be completed at the end of this
process unless instructed to complete by the Procurement Department.

Supplier Contract — Leave this field blank unless instructed to complete by the
Procurement Department.

Start Date/End Date — If the service begins and ends on specific dates, enter
them here. This information will print on the purchase order, and is used only as
reference within the system.

Extended Amount — Enter the total cost of the service here.

Memo — Enter information in this field for the approver and buyers. This is an
internal memo line and does not print on the purchase order.

Non-Catalog Request
What do you need to order?
@ | ¢
What type of order is it?
tegor
§COI8e C D —
O sevee
Other details to add
Stant Dane
®
) (v
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Please note that after clicking “Add to Cart,” the system stays on the same screen,
and all the fields become blank. This is normal; click on the “Shopping Cart” or
enter the information for a new item, and when done, click “Add Another Item.”

L i~

( Back 1o Requisitions Home )

Once the “Request Goods” or “Request Services” have been filled in:

1. Once you click on the “Shopping Cart,” the system displays “My Cart — View Cart,”
click “Checkout” if you are done entering items.

The Cart pop-up window displays the goods and/or services added to the cart,
on the upper right corner of the screen.

1) To review the details of the line items within the cart, click the View Cart button,

within the pop-up window. If you do not need to adjust any line items, click the
Checkout button in the lower left corner of the pop-up window.

My Cart View Cant -

$10.00

Q — Total: 10.00 USD
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2) Review each item’s information in the cart and click the Checkout button to
proceed with the request when done. Note - The only fields which can be edited

on this screen are: Description, Quantity, and Memo. Should any line need to be
deleted, click the trash can on the corresponding line.

Company Requester Requisition Type Total Amount

Currency
Montclair State University Erick Fernandez University Contracts (UNC#) 34.00 usD

3 ftems Sort By: -

Edit ||
test 1 L

Description * | test @
$2.00

P

test 1 .

Spend Category SC0015 Construction Contracted Services
$1.00

Supplier K & D CONTRACTORS LLC
Test 1
£1.00 Supplier Contract ~ (emipty)

Extended Amount l 2.00

Start Date (empty)
End Date (empty)

Memo ‘

Continue Shopping

3) If additional items need to be added to the cart, click the Continue Shopping
button then select the Request Non-Catalog Items option.

4) Click the Checkout button to continue.

Request Non-Catalog tems

Connect to Supplier Website
Add from Templates and Requisitions

Select from My Procurement Favorites

Continue Shopping ~
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Create a Punch-Out Requisition

1) Onthe Create Requisition screen, under the “Ordering Methods” section, select
Connect to Supplier Website to open the list of Punch-Out catalogs available.

Ordering Methods

Request Non-Catalog Items

} Connect to Supplier Website —

Add from Templates and Requisitions

Select from My Procurement Favorites

2) Click the Connect button on the far right of the appropriate catalog name to be
brought to the associated website.

Connect to Supplier Website -]

Company Requester Currency Requisition Ty
Montclair State University Erick Fernandez UsD University Contracts (UNC#)

Supplier Websites 2 items

Logo Supplier Link Name ; Supplier Description

m W W GRAINGER INC W W GRAINGER INC (PUNCH W W Grainger Connect
= ouT)

0% THE DMES W SET T DOWE
wno mUT I so. W B Mason W B MASON (PUNCH OUT) W B Mason Connect

HD Supply HD SUPPLY INC (PUNCHOUT) HD Supply Connect
< SUPPLY.
Drew & Rogers DREW & ROGERS INC - (PUNCH Drew & Rogers Connect
oum)

r Fisher Scientific FISHER SCIENTIFIC - (PUNCH Fisher Scientific Connect
ouT)

- B o -
W cow CDW GOVERNMENT LLC (PUNCH CDW Connect
ouT)

N MsC MSC INDUSTRIAL SUPPLY CO (PUNCH ~ MSC Cormact
( ) oun)

Amazon AMAZON SERVICES LLC (PUNCH Amazon Connect

amazon

\—;7

The selected website displays.
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3) In the Search field, enter a keyword to locate the item(s) you are purchasing, and

click the magnifying glass to run the search.

“WRMASON

® SHOP RSUPPORT ~ O ORDERS o ACCOUNT CENTER | @ FAVORITES

ATTENTION « This wobsle shousd ordy be used tor TESTING

-

N

-

QUK Rk || @iig 2t |
'_ Tomm _soo0]

Comeact Wrh Us

000

4) When the results display, indicate the quantity of the item, and click the Add to
Cart button to confirm the item for purchase. Note — Workday does not support

fractions within the quantity field.

"HawASON |
CATEGORY
x Copy &\ pote

Blzzard™ Bandng Whits Copy

BRzzerd™ Binsng While Copry
Recycied Pager & 12 x 11, D8 Baght, 2010 Puper, 11° £ 177, 98 Bright, 2500/CT
sNOCT

. Avadatidty ‘o0 Doy Avatabeey tut Doy

reytace AN S -

) A A

SUpar Shar ™

BLZA T X 5‘25.9"'?7 BLZ45110 3‘37.94',"’

PRICE [ Ty ADD TO CARY ] ary ADO JO CARY

$O-$200 12 Select Ak To Lt |+ Select A To Lt | »

3 $40

The system confirms the item has been added to your cart and provides options to

Continue to Checkout or Continue Shopping.

5) Select Continue Shopping to add more items to your request. Otherwise, click

the Continue to Checkout button.
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The Nem has been added fo
your cart!

@G SHOPPING CART
e

J Pama ~

Bigzard™ Binding White Copy Paper, 8 12 x 11, 98
Bright, 20 o, 5000/CT
BLZ41200

$12504 CT

QTY:3
Ext. Price: $377.82

CUSTOMERS WHO PURCHASED THIS ALSO BOUGHT..

Bizarg™ Dwsitod Yster, 1

Gaton, WPK
SLIDSTLIGIIND

Swrgine® S F. 1 Standard
Economy Chissl Poirt 210 Sor
Ful.Sing Stapies. S000/Bax

SWS 108NV

Poland Spring® Natural

PERSITMTSRCIIND

Grosn Mourtam

Coffoo® Nantucket Bona®
Coffos K.Cup® Pods, 208X
OurTesa N

g Waler, 16 9 oz, 24CT

The Workday View Cart screen displays and lists the items selected for the request.

Note-As this is a punch-out request, no changes can be made.

et P \
g Whste Cope Papwe & V1 0 Bosss

Benter B Mastifer 020

S )

e o P AGON PN
Lewa e ~ -
Doeanry

Comtre Shoppesy

6) Click the Checkout button.

N Faber

Note - Punch-out requests, once submitted, cannot be edited or canceled. Requesters

will need to receive all goods and return them

if an inaccurate quantity or item was

ordered from the supplier. Please see the Returns section in this document for details

on this process.
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Checkout Process for a Requisition

Once the Checkout button has been selected, the system displays the Checkout screen.

Note — When the Checkout screen displays, an Error bar will appear. This is to indicate
that the Supplier field must be completed. DO NOT complete the supplier field at the
beginning of the form as it will then need to be manually added into each following line.
Instead, the supplier should be selected at the end of the request on the Edit Requisition
Defaults screen in order to be automatically completed on each line.

The requisition is broken down into five separate sections. Review the information within
each section and complete those which are required to process the request.

1) The Shipping Address information defaults in based on the user, and cannot be
changed. Note: The information in the Ship-To Address field prints on the
purchase order for delivery.

2) Scroll down to the Requisition Information section.

Checkout

Status tal Amount
Draft 1,560.00 USD

Compar Requester Requisition
Montclair State University Becky Pataki -new -

« Please do not use the Alternate address. It will prevent the requisition from being processed into PO.
« Requisition Type is required.

« Please do not enter the Sourcing Buyer information.

« Memo to Supplier-Please enter your building name and room number for desktop delivery.

« Order from C ion must be sel d for the Suppli

v Shipping Address

Deliver-To Main Campus >

Ship-To Address 1
M 43
United States of America

v Requisition Information

Request Date % 02/12/2020 [
Currency * X USD =
Save for Later Continue Shopping

3) Inthe Requisition Information section, review and complete the following fields:

a) The Request Date field defaults in as the current date.

b) The Currency field populates as USD (U.S. Dollars).

c) Leave the High Priority check box blank as it is not being used by MSU.

d) Leave the Sourcing Buyer field blank.

e) The Requisition Type field populates based on the previous selection.

f) Leave the Sourcing Buyer blank as the system will populate after approval.

g) The Other Charges field should be completed in the header of the requisition
for any specific additional charges, such as shipping and handling or
hazardous materials surcharge. If there are no other charges, then leave this
field blank. Please do not add freight as an additional line item.
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h) In the Memo to Suppliers field, enter (when applicable) the Cooperative
Contract Information, such as name and number, quote number, and date.
Additionally, enter “Attn: your full name, building code, room number.”
Enter any other comments to the supplier below your “Attn to” details.

i) Enter any additional comments regarding the order for the approver or buyer
in the Internal Memo field. For example, Grant ID#, Project #, Gift #, etc.

< Requisition Information

Ragues ate

Freight Amount
If provided by the supplier, can be completed by entering the amount in the
header of the requisition or by adding an extra line in “Services.”

Option 1: Freight on the Header of the requisition

Consolidate Requisitions on Purchase Orders

Exclude Ship-To Address when Consolidating Requisition Lines
Freight Amount _ 0.00

Other Charges 0.00

Memo to Suppliers

Note — If this option for freight is utilized, the freight amount is distributed equally
among any lines (and in turn, spend categories) on the requisition.
Alternatively, freight can be added as an extra line to the requisition if freight
is to be paid separately and not partially against each line item on the
requisition. The process for adding freight as a separate line is outlined below.

Option 2: Freight adding an extra line to the requisition

If adding an extra line, the line must be created as a service line so that it
can be received multiple times if needed. Click in the “+“sign under Services.
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da Pyt faa g Fevr [ mgir gt L gy Vbt fale | =

— Borchas tedes Buiating of « BEHNEY e fion
L

P i s

Srder g M Fattbrast e ] “tgaered - armgery L

Enter freight in the description area of the newly added line, the extended
amount, and any other required information.

Servioes

Krivsbed

Dreampian Fgand Loy —

o — « | Hermal dsomer

DOy B Montrisir, b 704

Last but not least, enter the same spend category being used to procure the
goods/services (if multiple spend categories are being used, choose one).
DO NOT select a separate spend category for shipping or freight as the
freight is related to the spend category for the requisition.
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4) Scroll down to the Goods section.

5) In the Goods or Services sections of the requisition, use the scroll bar to review
each field within the specific line and verify the following fields are complete and
correct:

Spend Category — confirm this is the appropriate code for the line item.
Supplier — DO NOT complete the Supplier field on the line item. Use the Edit
Requisition Defaults function at the very end of the request process.

6) Scroll to the far right on the line details to review the Worktag fields.

Cost Center — The department number of the requester. Can be a driver field used
as the basis to populate Additional Worktags.

Division — Represents the section within the University for the Cost Center and
defaults in based on the driver worktag selected.

Additional Worktags — A collection of other identifying data. Requester can
complete their Project, Gift, or Grant to populate other fields (such as Cost Center
and Division) on the line.

Note: When any driver worktags are selected, the Fund, Division, Program, and Cost
Center will auto populate. These defaulted values should not be changed.

**For Facilities orders, please select and complete the Location option from the
Additional Worktags field to indicate to which building the purchase is assigned.
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Goods

wge B N Do rgmen et ( wepvy “Cuartry

~ Services

o e Twertgraoe - Sre— o
- wer 1y Soversd Catagery e -

No Data

7) Scroll down to the Attachments section.

Attach back up documentation on all requests, which can include quotes, proposals,
rate sheets, contracts, sole source justifications, etc. Note - Each attachment should

be added as a separate file into the system.

8) In the Attachments section, click Select files to attach any required/relevant,
documents - such as quotes, logo files, etc., to this request.

9) Select the External checkbox to have the specific attachment sent to the supplier
with the purchase order.

- Attachments O timw

Sebect Nes

Activity (0)

[ mew ) Save for Later Contous theppeg

10) At the bottom of the screen, click the grey button with the ellipse on it, and select
Edit Requisition Details, to open the option to set the Requisition Defaults.

Edn Requasition Defoults l

Edt Address

Activity (0) Cancel

. ubmit ) Save for Later Continue Shopping E
) - 4’/

The Edit Requisitions Defaults page displays.
The information entered in the Edit Requisition Defaults screen is where the supplier and
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corresponding order-from connection for the request, and any line splits for the entire
request, should be entered.

11)In the Supplier field, click the prompt icon to add the specific supplier for this
request. Note: only one supplier can be listed on a requisition.

12)End users need to select an option from the Order from Connection field only if
the supplier has multiple addresses on file. Otherwise, Workday will
automatically select the default.

13)If worktags other than those which default in with the Requisitioner need to be
assigned to this request, select the Use Default Worktags option under the
Default Worktags and Splits section to assign the new worktags all lines within
the request. Worktags, along with cost breakdown, can be set at this field for the
requisition.

14)If line items need to be split among different entities (cost centers, grants, gifts,
and/or projects), select the Use Default Splits option under the Default Worktags
and Splits section and assign the breakdown of the splits for each entity to be
assigned to each line item within the requisition. If only one or some of the line
items need to be split, that should be done on the specific line item(s) within the
requisition and not on this screen.

Edit Requisition Defaults

15)Click the Apply button to apply this information and return to the requisition.

Split the Cost of a Line Item*

1) To split the cost of a line, scroll to the far right of the line and click the e
zero in the Splits column.
2) On the pop-up, click the drop-down to select if the split will be based 0
on dollar amount or quantity.

* Please note, that lines cannot be split between Bloomfield College
and Montclair State University.
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15850 Ush

Carve

3) Onthe displayed line, enter the percent or amount of the first portion of the spilit.

4) Enter the appropriate driver worktag in either the Cost Center field or the
Additional Worktags field.

5) Click the plus sign immediately under the Item counter, and complete the split
information on the inserted line.

6) Add lines until 100% of the total line amount has been allocated.

7) Click Done to return to the requisition.

8) Click the Submit button to submit the request to the approver.

9) Ifthe Complete Questionnaire button displays, click the button and complete the

guestionnaire to list the corresponding number for the specific purchase (i.e.,
contract number, board of trustees’ waiver number, Co-Op number, etc.). At the
end of the questionnaire (if required), click the Submit button to submit the
request to the approver.

You have submitted
Requisition: RQ-00002057, Requester: Becky Pataki, Date:

{Fevons)

> Details and Process

Review Budget Check

If the system finds an issue with the budget versus your request, a “Review Budget
Check” action and Review button displays on the screen, once the request is submitted.
An item will also be sent to your Inbox, Actions tab. NOTE-This request will NOT be
sent to the approver for review if there is an issue with the budget.
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Up Next

Your

Reviow Budget Check

Due Date 1171172019

=

> Details and Process

1) Click the Review button to drill into the request in order to find the issue.

My Actions Details Process

My Actions 1 item :'E:l = ﬁj I..-' ﬂ

Y
Awraiting Me Due Date Business Process Subject
05/14/2024 Check Budget (Financial) for Requisition: RO-000454
Requisition Requester: Erick Fernar
Date: 05/13/2024, Amg
$830.00
-
1 3

In the upper right corner, the budget status displays.

2) Click the View button on the line to see the specific details of the request.

Review Budget Check Check Budget (Financiaf) for

Butiget Thech Stan
Eai enAtciers Podge

ALERT: Based on the worklags you have used, there is insufficient budget remaining for this transaction. Do NOT request an "Override” Instead, contact the
cost center manager. If they approve of this purchase. they will need to transfer encugh budget into the appropriate budget pool

For Trarsaction Regustion ROO00035868 Reguenter Ench Femandes Date S413/2004 Amount 5850 00
Reguest Overnde |
Rodget Wrh Lecegmons Trevsectary
Rodget Wrh [acepmans | e vy .
Badget Ot Anan gt 1o
Cavgey Duoget Dructse Pow Comvd Periods Ozoon Dare

Meraziar Dare ety o Buciger Sactaw - Pawet ™04 e
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3) Review the columns of the report, and pay special attention to the Budget
Amount versus the Current Transaction columns.

Budget Check Exceptions

Budget Structure

Budget

Budget to Date

Include Reserved Journal Lines
Evaluation Date Option

Transaction: Parent Event

1item

Company

Montclair State University

Ledger Acc: y Di

70401:Equipment

Expenss

Control Budget Structure - Parent
FY24 Control Budget

No

Yes

Accounting Date

Requisition: RQ-00045466, Requester: Erick Fernandez, Date: 05/13/2024, Amount: $850.00

on Journal Lines

CC10294 Purchasing
D32 Finance and Treasury

F10 Unrestricted Operating
Fund

N15 Institutional Support
SC0036 Office Equipment
WEB MASON CO INC

Budget Structure Dimensions Budget
Subject to Budget Check Amount
CC10294 Purchasing 1,099.00

D53 Finance and Treasury

F10 Unrestricted Operating
Fund
N15 Institutional Support

@E$mmcﬁﬂ

Current Available
Spend Transaction Budget  Line-Level Status
1,099.00 850.00 (850.00) | Fail (Insufficient Budget)

4) Based on the information provided, decide if a Budget amendment needs to be
completed, or if the request should be edited to adjust the Worktags.

Name a Non-Catalog Requisition

In order to easily identify specific requisitions when in the receiving process, each
requisition should be given a unique, easily recognizable name. Once the requisition
has been submitted for approval, the Requester must add a name onto the Additional
Data of a request.

1) From the My Requisitions report, click the related actions button of the
appropriate requisition.

2) Inthe Actions pop up menu, select Additional Data and View All.

“

R e

Summary

setedfon |~ 1}

Requisition #Q 0000000234

34

Updated: January 2025



3) On the View All Additional Data screen, click the Edit button to add
the requisition name for this request.

View All Additional Data RQ-00045466 @m

View As Of 07/16/2024
Required Document

Public Works  (empty)

Requisition Name

Requisition Name  (empty)

4) On the Edit Additional Data screen, type the unique name in the Requisition
Name field and click OK.

Edit Additional Data rRQo00045456 @D

Custom Object  Reculsition Name
Requisition Name

Reguistion Name *

SV
R :"{ { Cancel )

5) When the system confirms the name of the request, click the Done button.

Edit Additional Data RQ00045466 &

Custom Object  Reguisition Name

Requisition Name

Requisition Name  Test

GETER
T \
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The name of the requisition will be included on the Lifecycle Report, under the Requisition
Name column, to help identify the appropriate request when receiving goods and services.

Edit a Non-Catalog Requests

Once arequest has been submitted and before the Approver has processed the request,
the Requester can edit a non-catalog requisition.

1) From the My Requisitions report, click the related actions button of the
appropriate requisition.

2) Inthe Actions pop up menu, select Requisition and Edit.

Procurement Requisitions

=k

Reauisition RQ-0000000060

nmary

3) On the Edit Requisitions screen, navigate to the field(s) to change and make your
edits.

4) When all changes are made, click the Submit button to send the revised request
back through the approval flow.
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Edit Requisition

+ Reguisition Type |3 required
+ Ploase do not enter the Sourcing Buyer information

~ Shipping Address

Deltere 7o Maln Campus = Undveralty Ha

Ship To Adess ) Mormal Aveniue
Mantor, NJ O
yor of Arreaca

~ Requisition Information
Request Date & 02/1922020
Cumvency . X USD

Requaton Tyge

High Prionty

Sourcny By

Wwlimted by

Freght &mmmt

[ Sobem | Save for Later

+ Ploase do not use the Alternate address 3t will prevent the requisition from being processed into PO

« Memo to Supplier-Please enter your bullding name and room number for desktop delvery.
« Order from Connection must be selecied for the Supplier

Continue Shopping

L)

1

Cancel a Non-Catalog Requests

Once arequest has been submitted and before the Approver has processed the request,
the Requester can cancel a non-catalog requisition.

1) From the My Requisitions report, click the related actions button of the

appropriate requisition.

2) Inthe Actions pop up menu, select Requisition and Cancel.
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v Seleqtic

Company

Document Date @ or

Actions

Requisition

Agan

nal Dets

1~- 02279

[ — }maty

St

Company

Worer

Shepeing Address
Date

Currency

Mormeiair Saate Urdveraty

Dechy Patas

1 NOMS Acenue MOom:

Total Amount
Exciude Cancelel
Reguasmon Type
Eaciude Oosed
Sourcing Buyer

“ Proc@re Sttt by Becky Puteh
Mo Prioeity N

ohion Comnsohdate Requisbons on Purchase Orders L

Requasition Lines

3) Onthe Confirm Requisition Cancel screen, you can type in the Comments area
why the requisition is being canceled. Once done, review all information to
ensure the correct requisition has been selected, and click the OK button to
cancel the requisition and stop the approval flow.

Confirm Requisition Cancel ro-00003118 &m

Company Requester Status Total Amount
Montclair State University Employee: Nina Goodey Draft 0.00USD

Piease confirm you wish 10 cance! the Reguisibon below

Comments

~ Shipping Address

Deliver-To Main Campus > Center For Environmental & Life Sclence > Room 406A

Ship-To Address 1 Normal Avenue Montclair, NJ 07043 United States of America

Cancel
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The status of the request will be listed as Canceled on the View Requisition screen.

View Requisition R0Q00045466 @m

Budget Check Status  Fail
(Insufficient
Budget)

v Requisition Information

Request Date

Company Requester Status
Montclair State University Employee: Erick Fernandez Canceled
Total Amount

850.00 USD

05/13/2024

System Drafts - Requisitions

If a requester is in the process of entering a requisition and does not select Checkout or
Save for Later in Workday, the system will retain the in-progress requisition with no
number associated to it. Additionally, there is no encumbrance held against this type of
system draft. The requester should go into the system, and periodically clean any of
these requests so as to reduce the number of unnecessary requests in the system.

1) To locate these requests, type Find Requisitions in the Search bar, and select
the same task from the results list.
2) Locate the line(s) within the displayed list that has no assigned requisition

number(s).

3) Click the twinkie next to the magnifying glass to the far left of the targeted line.
4) Inthe Actions column of the pop-up window, hover over the Requisition option

and click Add More.

Actions

Requisition

Requisition

Asd Mote

Adatons Data

b ¥eOme

Procuroment

Supplier Lind

Summary

Status Dot

Company Morsciar State University
Worker Nancy Zajac

Shipomg At ess

Daw

Currency

Tols Amourd

Rerwowtion Tore
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5) When the Cart screen opens, click the Checkout button in the lower left corner
of the screen.

Company  Momiciar State Universty

Edit

Boons (48). YOP weice # 238358 Descrighon

Continue Shopping »

Note — Any errors in the request must be resolved before the request can move forward
and be canceled.

6) On the Checkout screen, click the Save for Later button in the lower left corner.

Save for Later Continue Shopping

The requisition will now have a number associated with it.

7) Click the Actions button on the banner, next to the requisition number, then
hover over the Requisition link and click on the Cancel option.

8) When the page refreshes, click the OK button in the lower-left corner of the
screen to confirm to cancel this request.

40 Updated: January 2025



Save for Later

1) When the Save for Later button is selected, your request has been saved in the
system and can be returned later.

Save for Later Continue Shopping

2) Type My Requisitions or Create Requisition in the Search bar in the upper
left corner of the screen and select the same option from the search results to
view a list of your requisitions.

Q  myrequisitior

My Requisitions - Repor

My Requisitions / Create Requisition Worklet Screen

Requisitions (Past 6 Months) Edit Filters
Open (7) Completed (2)
RQ-00045476 " Approved
Total Amount: $3.00 Created on 05/15/2024 @
PR Ordered Receiving Invoicing
RQ-00045475 **° Approved @
Total Amount: $2.20 Created on 05/15/2024
e Ordered Receiving Invoicing
i
RQ-00045468 *** Approved @
Total Amount: $0.00 Created on 05/13/2024
B Awaiting Order Receiving Invoicing
RQ-00045467 " Awaiting Action by Osvald Pasho
Total Amount: $10.00 Created on 05/13/2024
1 e Ordering Receiving Invaicing
RQ-00045465 **° Awaiting Action by Osvald Pasho
Total Amount: $2.00 Created on 05/13/2024
1 item Ordering Receiving Invaicing
i
RQ-00045464 *** Approved
Total Amount: $5.00 Created on 05/13/2024 @ @ @
Titem Ordered Received Invoiced
RQ-00045463 "~ Approved @
Total Amount: $10.00 Created on 05/13/2024
S ham Az Ordered Receiving Invoicing
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The report displays the list of your requisitions, listing the requisition number, date, and
amount. The Requisition Worklet page will also display important information such as

Budget Errors, Awaiting Action

, and requisition approval status. You can also find

important information such as purchase order numbers, receipts, invoices, and payment
status by simply clicking the fields Ordered, Received, and Invoiced.

a- Click on any “Red Warning” in order to see the error Workday has encountered

RQ-00045466 -
Total Amount: $850.00

1item v

Budget Check Failed @_

Created on 05/13/2024

RQ-00045466
Total Amount: $850.00

1 tem

RQ-00045465 -
Total Amount: $2.00

1 item

Budget Check Failed @

Created on 05/13/20"

Budget Check Failed < X

Awaiting Action by C
Created on 05/13/2(

Awaiting Action by Erick Femandez

famciad

b- Click on the three dots next to the requisition number so that you can edit the

requisition accordingly

RQ-00045466 “**
Total Amount: $8”

1item v

RQ-00045465
Total Amount: $!

1item v

RQ-00045464
Total Amount: $

1item v

RQ-00045463
Total Amount: $

1item v

Budget Check Failed @

on Cenantoad am ﬂ:/191")l’\‘14

RQ-00045466 X
rald Pasho
1
View
Edit
1
View Accounting
Cancel Requisition
wn Laidlaw

1

c- Click on the “Ordered,” “Received,” and or “Invoiced” fields to see the information

associated with it.

© ©

Received Invoiced

42
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d- Awaiting Order — Ordering — Ordered Field
- Awaiting Order: the requisition has been approved but has not yet been sourced.
- Ordering: the requisition has been approved and partially sourced.
- Ordered: the requisition has been approved and fully sourced.

©) ©) O

b- - 5 VP RS | | PR |

Ordered

P0O-0000043461

Status: Issued
Contact: Osvald Pasho
Supplier: W B MASON CO INC

e- Receiving — Received Field
- Receiving: the PO has been issued but has not been fully received
- Received: the PO has been issued and has also been fully received

@ @ | Division: D53 Finang

- - [

Received

RC-0000056319 for PO-0000043461

Status: Draft
Supplier: W B MASON CO INC

f- Invoicing — Invoiced — Match Exception

- Invoicing: the purchase order has been issued but has not been fully invoiced

- Invoiced: the purchase order has been issued and has also been fully invoiced

- Match Exception: the purchase has been invoiced, but there is an invoice in match
exception (most likely due to a missing receipt).
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@ Division: D53 Finance

|

Invoiced

Supplier Invoice: SI-0000083090

Status: Approved

Match Status: Exception ()
Payment Status: Unpaid
Contact: Cheri Jefferson

Supplier: W B MASON CO INC

g- Finally, when the requisition cycle is done, the system switches the requisition from the
“Open” to the “Completed” tab

Requisitions (Past 6 Months)

Open (6) Completed (1)
RQ-00045418 “** Approved COMPLETED
Total Amount: $6.00 Created on 02/13/2024

1item v

Approval Process

Once submitted, the request moves forward for reviews and approvals. The specific
approver will receive a notification in their Workday Inbox.

Note: all chemical requisitions (hazardous or non-hazardous) will route to a Specialty
Manager in Environmental Health and Safety for approval.

1) To access the item for review, click the Inbox icon in the top right corner of the
Workday homepage.

2) Click the Actions tab, and click on the corresponding item to display the
requisition.
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Casa Review

wpvinton R0 COOO0ONETY Negueter Lins Baban
Swte POV I0IY. Amaen! 1 ¥ 0

Juad ot 2
Jewruh Crpron

Jm Dote

DShlppmg Address

Leng dach O )

3) Expand and verify the following areas within the requisition before selecting to
approve or send back a request.

Shipping — The ‘deliver to’ information.
Information — Header information of the request.

Goods/Services — Select the corresponding expansion arrow at the section
to review and display the line item details. Review all details and verify the
appropriate goods/services have been listed with anticipated related costs
and quantities. At the far right of each line, the selected worktags display as
well as any cost splitting information.

Attachment — If active, click the arrow next to Attachments to identify
what has been associated to the request. Click the corresponding file
name to open and review the file.

Questionnaire — If active, review and confirm the answer provided.

4) When all information has been reviewed and confirmed, click the Approve button
at the bottom of the screen to approve the requisition and send it to the next
approver in the workflow.

If there are changes needed, click the Send Back button and enter comments as
to what needs to be changed. The Requester will receive a notification of the
status, view the comments and edit the request.

Additional processing options are located behind the ellipse button =, Deny
terminates the request in the system. The Cancel option will close the screen
being viewed and retain the item in the Inbox until an action is selected by the
approver on the request.
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> Shipping Address

Send Back Add Approvers

Note: any comments and actions relating to this request will be captured and displayed at
the bottom of the request in the Process History section of the screen.

enter your comment

Process History

Lisa Baker - Due 06/12/2019

Requisition Event- Step Completed

The process moves forward for additional reviews and approvals to the list below.

Note: any of the approvers can Approve, Send Back the request to the Initiator with a
comment on any changes to be made, or Deny which terminates the request.

Cost Center Manager or Grant Manager (PI)

Special Approver (if required) — Grants Accounting, Project Manager, Gift
Manager, Spend Category Approver

Buyer
Additional Procurement Approver (if required)

When all approvals have been completed, the requisition is processed and a purchase
order is created and issued to the selected supplier.

The Requester receives a notification and an email when a requisition becomes an
issued purchase order.
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View Event RC-0000000069 for PO-0000000116 v

B GROOOOOOA Y bew PO LOOUOLT TS
TY Sl n) mgs Tes s anet iy Civytetes

Eagunaan ROJ0000001 28 Regueute v
Birvter Owte 5096 2970 Ao 1726 00

20 dael vl 0g0 Buoomeeiby Crrgreed

B torve BT 2U000001 17T Srpeate iewie
Shendner Dwhe DA IR TTY Amemew |V 20

It tevis) agr  Dumssniily Crragiviend

Pogarntons B AXOUIN0 N A Sepavie jove e
Bonder Owte S I24Y Avmasn 1090 WO

11 2alv. e @ Pugens Lekee Diades

Ohecs Badpet Trwwio) e Powrton

13 tuglw) agn - Cvwatng

Check the Status of a Requisition

1) Navigate to your Inbox and click on Archive to view your submitted requests in
the system.

2) Click on the appropriate notification to view the details of the requisition.

Awre | ]

View Event

T Reguisition: RQ-0000000131, Requester: Jennifer Steuber, Date: 08/08/2019, Amount: $200.00
w4l 330 .
.

ey ~) AR B
»uuwommn o - ey
Y Zarel agn  mucosestly Cormgemec

[ Soguemnes BLLLLOONY | bepewme mavte Jmdes Dew NW "a
bt oo ke Do wl bratoe - . —>e -
Y dapin) s Buoosest iy C

Comtars = e sam en Dogs Mo [ metos ate v
e = o
Pwubee Cew m-w:enmnaon
e P L e Ll —

—
Segiatiorr 80O 00000001 1T Mempaater Jamwiber - a
ot Dote 0894704 % Amanse §100 26 » Shipping Address
3T doral sgn Tt Ul Cormgitod
> Information

e L] 108, B Jerwiter
i-o-e—auvenmuau
I Sata) age v Puguns Labee Do « Services

3) Inthe View Event section of the screen, the Details tab displays the details of
the requisition, and the Process tab shows the process history of the request.

To view all of your requisitions:
4) Type My Requisitions / Create
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Q myrequsition]

2)

My Requisitions

The My Requisitions screen displays.

Requisitions (Past 6 Months)
Open (7) Completed (2)

RQ-00045476 " Approved
Total Amount: $3.00 Created on 05/15/2024
1item v
RQ-00045475 **° Approved
Total Amount: $2.20 Created on 05/15/2024
1 item v
RQ-00045468 " Approved
Total Amount: $0.00 Created on 05/13/2024
1item v
RQ-00045467 **° Awaiting Action by Osvald Pasho
Total Amount: $10.00 Created on 05/13/2024
1item v
RQ-00045465 " Awaiting Action by Osvald Pashe
Total Amount: $2.00 Created on 05/13/2024
1item v
RQ-00045464 " Approved
Total Amount: $5.00 Created on 05/13/2024
1item v
RQ-00045463 " Approved
Total Amount: $10.00 Created on 05/13/2024
1item v

©

Ordered

©

Ordered

®

Awaiting Order

Ordering

Ordering

©

Ordered

©

Ordered

Receiving

Receiving

Receiving

Receiving

Receiving

Received

Receiving

Edit Filters

Invoicing

Invoicing

Invoicing

Invoicing

Invoicing

©

Invoiced

Invoicing

Please note that the system will display only the last 50 requisitions. If information on 50+
requisitions is needed, please run the “Requisition Life Cycle” Report.
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Purchase Orders

When a requisition has been completely approved and issued as a purchase order, the
Requester will receive a notification and an email. If the requester needs a copy of the
issued PO, please contact the buyer.

Requesters can identify statuses on purchase orders and purchase order lines. PO
headers display statuses to help requesters quickly identify purchase orders that are:
« Fully invoiced or paid.

e Fully shipped or received.
e Partially invoiced or paid.
o Partially shipped or received.

View Purchase Order

Purchase Order g 5545 Statun ssued Recetving Status  Dyrtialy Aecernved Budget Check Status

Purchase Order lines display the detail status of receipt for each line.

Ooods Lines 1
Cooda
Line  Bem and Category Samppiier Rem ldemior Pusiness Document Statue
Ovder Line
Q ' Nemw TARLO Recening 52atus
1 Hev ¢
Heovm Descriplion

TG T BT Paurt Bousts Beuan Style Flat Sash Basic Coating Type

A Pait Costioge Ures ye L In Basic Bristie Material Synthetic

rstie Matera! Polyester Basic bandie Materal Wood Rristie

Iness Fem Pant Base Typs Water Brush Thickness 914 In

Soenu Crregory

ST0040 Pating Eguiprment

If changes need to be made to the request, the Requester will need to create a Change
Order. Changes to purchase orders can only be:

e Made up to the point of a purchase order being completely received.
e Completed on the price, description, and quantity/amount fields.
¢ New lines on the original request. (Entire line must be completed)

Any changes to a purchase order will re-initiate the approval flow. The complete change
process is as follows:

e Purchase Order is issued.
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e Requester initiates a Change Order, after verifying appropriate funding is
available.

e Approver(s)/buyer processes change request.

e Requester gets approval notification and must again confirm funding is available
for the change.

e Requester approves the Change Order.

e Changes are sent to Supplier via purchase order version.

Create a Change Order — (This does not apply to Punch-Outs)

1) Enter Create Change Order into the Search bar and click Create Change Order — Task.

Create Change Order

2) On the Create Change Order screen, enter the number of the purchase order that needs to be
changed, and click the OK button.

Create Change Order

3) A Comment Box has now been added to enter a detailed reason as to what is being changed within
your PO (For example, change order #1: changing the price on line 2 from $100 to $80, etc.), and
this comment is for the buyer’s review. Your reason should also be entered in the Memo_to
Supplier area in order for the supplier to know what has been changed.
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Create Change Order

Purgbase Ooder  PO-D00001 %000

[- Change Order Reason ]

4) If you’re only changing your Worktags and do not want the PO to be sent to the supplier, select the
Issue Option and change it from Email to Print.

* Email =
Bearch
o Emadl
¥ Contact Information

5) On the header section of the Create Change Order screen, the Memo field MUST be completed
with the details of what fields are changing. This information will be sent to the Supplier on the
purchase order version.

+ Create Change Order

e bt R g " D —— " b te

Motaas R T —

——— sver PSS

Pated Vo g . I e
et e

6) Scroll down and leave the “Apply Header Changes to all lines on Save or Submit” checkbox as blank.

51 Updated: January 2025



52

7) Select either the Goods or Services tab per your change.

8) On the corresponding line to be changed, scroll to the appropriate field, and enter your changes.
Change additional lines as needed and add or remove lines. Everything on a PO can be changed,
except the Supplier and Order-From Connection.

9) When all changes are completed, click the Submit button to re-initiate the approval process.

Saee fod L Cance

Note: If this change caused the total to be $7,880 or greater for Prevailing Wage or $22,180 or greater
for General Goods and Services, an attachment is now required as the Requisition Type is now 3
Quotes.

The Requester receives a notification in their Inbox when all approvers have processed this change.
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Actions (13) Archive ReView

Change Order: XYZ Corp on 09/05/2019 for $55,000.00 s

Jency AR Se0t Dy Newest

15 secordn) 0go - Dhye 000772019
Change Order: XYZ Corp on 09/05/2019 for
§55,000 00

38 second(s) 800 - Due 0910772016

For Change Onder XYZ Carp om D05/ 2019 Ssr $55000

Overall Proceas hange Order XYZ Corp on OWOE/2019 Sor $545000 20
Return: STOCK TRAK INC on 0873072019 for
$300.00 Overwl Status N Mregress
S day(s) ago - Due 09/01/2019

Due Date A0

Return: XYZ Corp on 08/28/2019 for $4 000.00
: PERSTECTOSRT De1ails 1o Review
§ day{a) ago - Due OR/I0/2019

Forchase Order FOL0000002 1YY Version Change Order Status  In Frogress
Check Budget (Financial) for Requisition

14 Say{s) 200 - Due OR23/72019

Check Budget (Financial) for Requisition

14 day(s) 890 - Due OA'Z3/ 2019

10) The Requester will need to confirm the funds needed for the change order are available, from
the R0O02 or the R134 (for Grants).

11) Once funding is confirmed, the Requester can click the Approve button to indicate the purchase
order version can be issued.

Note: Once this step is complete, the Change Order cannot be adjusted until the purchase order
version has been issued.

Check the Status of a Change Order

Note: Once entered into the system, Change Orders cannot be edited. Should any
adjustments need to be made, another Change Order will need to be created and
processed.

1) Enterthe purchase order number into the Search field and click Enter.

2) On the Search Results screen, scroll down and select All of Workday at the
bottom of the list on the left to locate the purchase order in the system.
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Search Results

Categories Search Results
AN of Workaay

proee PO-0000003989

Bartung
e i} ¥ WCIING aNOTher Category ! W 10w o result
3 a

-
240
S

3) Click the purchase order number to open it.

View Purchase Order

Purchase Crdwr P OO0 Statun hange Crder i Pyogress Badget Check Stanus > n DO N
¥ Summary
Camgany Wirscar Ty Urvemr sy

Purchase Crdwr Tyoe

Tuppler MU PROAA

Ovtiert £rom Correcton AKX PLACE HAWTHONRNE MJ UBA 005545
Cunercy

Documnent Date [ I T

4) To view where in the approval process the change is sitting, scroll down and
select the Version History tab and click the magnifying glass on the
appropriate line of the Pending Changes section.

Comtin Card B " Covvtact Teree
Ngpwy Tore o4 ’ L RN I e S N T Y |
L~soeg erhoe T By Tz Comar
Vipmng Y T b ey T Canten! Tenw
Sepvber Cartrnct - o T Adtess ~ & Baarue Vot e N UTOL) Unted Satws of b g
Ao
B
Vv s Matiay Voo wws ety Pt R vy e
N Versars B VO reiegOwge Bvlds
» O~ Tl A C
e oy abans - . - Vermm Creted On Dharge Oeder Siana Notol At
No Data

5) Next, when the View Purchase Order screen opens, scroll down and click the
Process History tab to see who is next in the business process.
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Create Receipt

Once the purchase order has been fulfilled by the supplier, the Requester will need to
enter the receipt information into the system.

1) Enter Create Receipt into the Search bar and click Create Receipt — Task.

W Q create receipf

Create Recaipt

2) Onthe Create Receipt screen, enter the purchase order in the Purchase Order
field, if known. Otherwise, click the prompt icon to filter on the supplier.

Alternately, go to the My Requisitions report, click the twinkie of the corresponding
PO number to hover over the Receipt option, in the Related Actions area, and click

Create in order to enter the PO number into the initial Create Receipt screen. If “Create
Receipt” is not an option, please check the PO detail business document lines for any
draft receipt before continuing.
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Business Document Lines

RC-0000000101 for
PO-0000000332-Line 1 -
Draft

RC-0000000703 for
PO-0000000332 - Line 1 -
Approved

RQ-00000363

Supplier Invoice:
SI-0000004654 - 375

Note: The system will not allow multiple drafts. Only one receipt draft per PO is allowed.

3) ONLY if all items or hours have been received for the PO, click the Fully
Receive checkbox.

4) Click the OK button.

Create Receipt

Attachment is required for all receipts.

Purchase Order

i (@)

Supphier Contract

Altornate Suppher Contract

]

Cancel

The Create Receipt screen displays.
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Create Receipt
RC-0000007604 for PO-0000005793 o=

Line Information

Goods Lines

Compateon g g

Saoe 1of Laley Ao

5) Scroll down and click on the Lines tab to enter the actual receipt for goods or
services.

When receiving goods, click in the Quantity to Receive field on the corresponding
item line and enter the actual amount of items received.

When receiving services, click in the Amount to Receive field on the
corresponding service line and enter the actual amount of units received.

Note — When receiving within a multi-line purchase order, all lines must have a quantity
entered. For those lines that do not have a current receipt associated with them, confirm
a “0” is in the Quantity to Receive or Amount to Receive field.

You will not be able to over-receive good items; a change order must be created in order
to adjust the amount for receiving.

6) Scroll up and click the Attachments tab to add your receiving document to the
header of the request.
7) Click the Edit button on the Attachments screen.
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Create Receipt

RC-0000007604 for PO-0000005793 (Asems

Information Lines

Ear

enles your comement

8) Click the Select files button to add supporting documentation to the receipt and click

Save. Note: Attachments are required for ALL receipts.

View Receipt

RC-0000007804 for PO-0000005793 &

Mrerrmim Bri ea sy re.

Attachments

e

9) Scroll up and click the Information tab to change any information, such as the
receipt date, add the tracking number and/or comments in the memo box.

10) Click the Edit button on the Information screen.
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Create Rocept

Summary Addational Information

- .
ARa Smwst 4 b ed boe ol cec gty -
.o o
. by o

)

11) Add and update the information, such as the receipt date, the tracking number
and/or comments in the memo box as needed, and click Save.

Create Receipt

0000007604 for PO-O000005790

[

Additional Information

v Allachment i reguired 106 all receipts.

12)Click the Submit button to process the receipt.

The system displays the confirmation banner that the receipt was successfully
submitted.
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You have submitted

RC-0000007604 for PO-0000005793 Gam

Detalls and Process

Do Another

Crmste Mo ogh

View Receipts

1) To view all of your receipts within the system, type My Receipts in the Search

field and select the corresponding search result.

2) When the My Receipts page displays, click the OK button in the bottom left
corner to display all receipts related to your sign on. Otherwise, enter criteria in

the appropriate fields to filter your search results.

My Receipts

Company

Recoip

Receipt Status

Receipt Date On o¢ After w/00/vvYY B
Receipt Date On or Before w00 svvyy B
Spphier

Purchase Order

Supplier Contract

Spend Category

1tem

£ d P IR
& i Dy Cancel

A list of your related receipts displays.

I

]

i

i
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¢ My Receipts +~

3) Click on any column header to access and select a sort filter for the data.

4) To view the details of a specific receipt, click on the appropriate receipt name in
the Receipt field.

5) Click the Goods Lines or Service Lines tab to view the receipt information.

View Receipt

- . b —
| . — oot D et P teee mke . —— -

Cancel Receipts

1) To cancel a receipt, click the magnifying glass in the upper left corner of the View
Receipt screen to display the related actions.

2) Inthe Related Actions window, click the Receipt option and select Cancel to
remove the receipt from this purchase order.
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View Receipt 5 e
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Cancel Draft Receipt When Only Edit is an Option

1) From within the Edit Receipt screen of the purchase order, click the Actions
buttons and select Edit from the Receipt option.

Edit Receipt

RC-0000004563 for PO-000000215¢ Gass

pch Actions -
POD aw Receipt
Facecx H00D004563 for PO-0000002159
Indormaton Attachmenta Lines Aude
S eyt Deat Recept Lines &
Burness Process
[ Worerian Paceipt Line or Benum Line Pe
Fownte ate Descripton
Uy
roegraton s
Preessiuen Copy Paped 92
4 nermy Son By bt - "
Reprrtog , p— W B MASOR l"m,lr- 5.0 12211, Wiae
PUNCH OWG
ouT) Permanent Ouratie |0 Laser
s

2) Delete the unwanted receiving lines by clicking the trash can on the
corresponding line in the right side of the screen.
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3) From within the Edit Receipt screen of the purchase order, click the Actions
buttons and select Cancel from the Receipt option, to cancel the draft receipt.

Edit Receipt

RC-0000004563 for PO-000000215¢

[ Actions . P
POO View Receipt )
Rncege Fat 100004563 for
nformaton Allachments Lnes Acdis “
e . Oraht Receipt Uoes

Dusiress Process

AT Comgany %fr »7 Receipt Line or
Sae Setum Line
Univer ity Oescrptan Ouligery

Imegranon |0

Npering No Data

Reporteyg - 0“'

Save for Later g "::‘ﬁ"

The draft receipt status now displays as canceled in the system.

View Receipt

RC-0000004563 for ¢

formmatan Antachmerds Process Mtoey

Ober -
W B MASON (PUNCH OUT) usod

Lines

|
i
6

63
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Returns

When goods need to be returned to the supplier, either from over ordering or damage,
the Return process needs to be completed in the system. Only items which have been
received in the system can be returned.

1) Enter Create Return into the Search bar and click Create Return — Task.

w I:l create neturm

Creatle Returm

2) On the Create Return screen, enter the number of the purchase order from which
the goods were ordered.

Alternately, go to the My Requisitions report, click on the twinkie of the
corresponding PO number to hover over the Return option and click Create in
order to enter the purchase order number into the initial Create Return screen.

3) Click the OK button to continue.

Create Return

Purchase Order

pober Contract

Recapt

Cancel

The Create Return screen displays.

4) The Requester must complete the Return Reason by clicking the prompt icon
and selecting the appropriate reason for the return.

5) Inthe Supplier RMA field, enter the code received from the supplier when they
were notified that returns were on the way.
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< Create Return

Goods Lines
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6) Scroll down to the Goods tab and on the appropriate line, enter the quantity of
the item to be returned in the To Return column.

7) Attachments are required for each return, and should be a copy of the
corresponding packing slip or any written confirmation from the supplier
regarding the return.

8) Click the Submit button to confirm the return within the system.

Close Purchase Order or Line

First Scenario (Notify the Supplier/Vendor before closing the PO for the item(s) or
service(s)):

 |If there is a purchase order with no receipt or payment, the requester can close
the PO.

* If there is a PO with a receipt and no payment, the requester must cancel the
receipt first, then close the PO.

* If the item has been shipped, after speaking with the supplier, please do not
close the PO. Once the item is received, receive in Workday and create a return to
send the item(s) back to the supplier.

If any of these scenarios applies, then follow the below steps.
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1. In the search bar of Workday, type in the PO number that needs to be closed.

2. If the PO number doesn’t appear click ‘All of Workday’ then click on the PO to

open it

| Q PO-0000014377 I

®

Categocies

I Commen

Search Revuhs

Search Results

Proacuremenn

Search Results 11

3. Click the related action (three dot twinkie) next to the PO number
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4. When the Related Actions pop-up displays, select Purchase Order and Close.

View Purchase Order

Purchase Ordee  PO-Q0000141 ‘B
Purchase Order

v Summa
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View Purchase Order Changes
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5. Areason must be selected when closing a purchase order. Below are the Close
Reasons

Additional Information

Close Reason select one v

Duplicate Order

ltem/Service no longer required

Product/Service not available

Year End Closing

6. On the Close Purchase Order screen, click OK to close the PO.

Close Purchase Order
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NOTE - If Close is not listed as an option, there may be a DRAFT RECEIPT which must
be canceled first before the purchase order can be closed. Please refer to the Cancel
Receipt and/or Cancel Draft Receipt When Only Edit is an Option section of this job

aid.

$hp-To Conmtact Memo | seatan Purnens [ocument | res

7. Select Done to complete the Close Purchase Order process.

Second Scenario: Closing a Line on a PO (Notify the Supplier/Vendor before
closing aline on the PO for an item(s) or service(s)):

1. When a receipt and/or payment is on a PO, but you are closing specific line(s)
follow the below steps.

2. Steps 1-3in the first scenario. Click on Close Lines.

3. Select the line number that should be closed by clicking on the box to the left of
the PO number. Select a reason for closing the line.

View Purchase Order

Purchase Order PO

Purchase Order

e

* Summary | :

o
»
Company Mocaclair et Accouteg

Purchase Order Type
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4. Click OK to confirm your actions. The Status of the line will be changed to
Closed, and the close reason will appear on the line.

Third Scenario: Change Order (The Change Order will be sent to the Supplier
notifying of the change(s)).

When a payment has been made on a PO, a Change Order can be created.
Please follow the Create a Change Order section of this Job Aid for this scenario.

Forth Scenario: Closing line on Punchout PO (Follow the second scenario
steps 1-3).

If the item has been invoiced, but not received, please contact Workday Customer
Care at wccsupport@montclair.edu to notify Accounts Payable. You must also
provide documentation or email from Supplier as backup in order for A/P to cancel
the invoice.

Requisition Lifecycle Report

The Requisition Lifecycle Report displays all requisitions for a Cost Center, Grant, Gift,
or Project, along with the related purchase orders, receipts, returns, and any payments
and invoices. The report is organized by transaction type, and can be filtered on any of
the requisition columns.

1) Enter Lifecycle into the search field and select Requisition Lifecycle.

Alternately, the Requisition Worklet now displays the last 50 requisitions by either
typing “Create Requisition” or “My Requisitions.” Also, you can go to the
Requisition Dashboard by selecting the Cost Center Finance application, and
click the Requisition Lifecycle option in the Reports window.
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Requisition Lifecycle

Supplier(s) for Requisition

Requisition =

I

Putchase Orders

1]

Receipts for Requisition

]

Suppher Invoices Associated With Reguesition

Worktags =

Regquest Date on or After MM /DD/YYYY

Request Date on o Before MN /DD /YYYY

Cancel

2) Click OK to see the full list of all of the requisitions for which you have been
granted access. This includes all transactions for the cost centers you have
access to, as well as any grant purchases entered into the system.
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The Requisition Lifecycle displays the following columns:

Requisition section
e Requisition — provides access to the related actions for the requisition, including
view accounting, view/edit additional data, and create requisition.
¢ Requisition Name — displays the name the requester assigned to the request.
e Requested By —identifies the requester.
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e Requisition Amount — shows the total amount of the request.

e Freight Amount (Included in Requisition Amount) - displays the freight cost
for the request.

e Other Charges (Included in Requisition Amount) — displays any other charges
related to the request.

e Requisition Status — displays the current status of the request.

e Requisition Awaiting Persons — lists any people who still need to perform an
action on the request in order to move to the next step of the business process.

Purchase Order section

e Purchase Order - provides access to the related actions for the requisition,
including closing POs, viewing accounting, and creating returns.

e PO Number and Version — displays the purchase order number with the current
version number after the dash.

e Purchase Order Status — displays the current status of the PO.

e Supplier —indicates the purchase order vendor and if it is a punch-out order.

e Issue Option — displays how the PO was sent to the supplier.

e Issued Date — the date the purchase order was sent to the supplier.

e Total Quantity Ordered — shows the overall order quantity for the entire
purchase order. For Service line items, the quantity will display as “0”.

e Total Quantity Received — shows the overall received quantity for the entire
purchase order. For Service line items, the quantity will display as “0”.

e Total Returned Received — shows the overall returned quantity for the entire
purchase order. For Service line items, the quantity will display as “0”.

e Quantity Invoiced — displays the total dollar amount of the invoices for the order.

e Amount Ordered — shows the total dollar amount of the order.

¢ Amount Received — shows the total dollar amount of goods/services received
against the order.

e Amount Invoiced — total amount in dollars, that has been submitted via
invoice(s) by the supplier, for the specific purchase order.

Supplier Invoice section
e Supplier Invoice Document — the original invoice(s) submitted by the supplier.
e Invoice Number — invoice number(s) submitted by the supplier.
e Invoice Amount — total amount of invoices, in dollars, submitted by the supplier.
e Invoice Status — current status of the invoice(s) submitted by the supplier.
e Document Payment Status — current pay status of invoice(s) submitted by the
supplier.

Supplier Invoice Payments section

e Payment Date — the date the payment(s) was sent to the supplier.

e Payment Amount —the amount sent to the supplier.
Payment Type — the mode of payment to the supplier — check or ACH.
Transaction Reference — the reference number associated with the payment type.

NOTES
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v In order to better manage this data, each column can be filtered or sorted by clicking
into the column header and selecting the appropriate action from the menu.

v Click on a blue requisition number to view the details of the requisition data.

v Click on the Twinkie (related actions) next to a requisition number to see
the summary information of the request.

Requisition Dashboard

Dashboards are pre-configured pages related to functional areas within Workday. They
are populated with related charts and data. Some may also include related tasks, menus,
and announcements. In Workday, data can be entered using “tasks” and viewed using
‘reports.” The Workday Home page displays Applications that provide access to tasks
and reports.

An easy way to see all of your requisitions and related transactions is to utilize your Cost
Center Finance Dashboard. On your Home screen, click the Cost Center Finance
application icon to launch the related dashboard for your cost center.
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There are various windows on the Requisitioning tab within the dashboard, each
reflecting related data for the requisitioner. Some examples of the information available
are Requisition Summary by Spend Category, Requisition Summary by Supplier,
Requisition Progress Monitoring, and Supplier Invoices in Exception. Additionally, there
are Tasks, Reports, and Links sections that reflect the most frequently used items for
requisitioners.
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Cost Center Finance & Budget

To see more detailed data on any of the windows, click on a data point, blue text, or the

corresponding View More... bar in any window
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