Workday Create Supplier Request

WORKDAY Create Supplier Request
(EMPLOYEES - Cost Center Requisitioners)

This user guide will assist you with creating Supplier Requests in
Workday. Supplier Requests are used to create one-time suppliers for
Direct Payments only.

Create Supplier Request

1. Type Create Supplier Request in the Workday Search bar.
2. Complete all required fields. Use ALL CAPS only.

Supplier Name; This is the name that will print on the check

Supplier Category; must be One Time Supplier
Justification; Enter the justification for this supplier
Phone > Set as primary

Address > Make primary; This is the address that will print on
the check

Email > Set as primary
Attach a completed PEID form
Select OK

CC Requisitioner

Create Supplier Request

Worker

Supplier Name

DUNS Number

Unique Entity Identifier

Restricted to Companies

Supplier Category

Parent

Tax Authority Form Type

TIN Type

Tax ID

Justification

# Taylor Lee

*

CHEESE, CHUCK E.

X One Time Supplier (~++)

select one

THIS IS FOR A REFUND OF DEPOSIT FEES FOR WALTER
HALL PARK INDOOR BANQUET FACILITY RENTAL ON

04/11/26.
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Contact Information Classification Attachments More
Contact Information Classification Attachments More

( iy ) Phone

Country Phone Code # | x United States of America (1)

Address Phone Number * | (409) 770-5300

Phone Extension

Phone Device * | Landline v
Email

Type * Business
(=)

Primary -

Use For » Billing =
Instant Messenger % Remit To

Visibili
Isibility Public
&«
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Follow The Supplier Request

1. Type My Supplier Requests in the Workday Search bar.

CC Requisitioner

2. View a list of your supplier requests. Once the Status is Successfully Completed and the Supplier Created no longer shows as inactive, it is

ready to use.

3. You can also Cancel or Edit your request from this screen.

Still pending activation:

My Supplier Requests

1 item
Supplier Request Proposed Supplier Name
Q CHEESE, CHUCK E.

Status

Supplier Created

Cheese, Chuck E. -

Ready to use:

My Supplier Requests

1 item
Supplier Request Proposed Supplier Name
Q CHEESE, CHUCK E.

Supplier Created
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