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WORKDAY Create Supplier Invoice Request 
(EMPLOYEES – Cost Center Requisitioners) 
This user guide will assist you with creating Supplier Invoice Requests in 
Workday. Supplier Invoice Requests are used to request Direct Payments only. 
Direct Payments are payments where a Purchase Order is not appropriate. See 
approved list for details. Completing a supplier invoice request does not 
guarantee a payment will be processed. 

 

Create Supplier Invoice Request 
1. Type Create Supplier Invoice Request in the Workday Search bar. 
2. Enter the Primary Information. 

a. Invoice Date; This should be today’s date  
b. Supplier 
c. Remit-To Connection; This should autofill once you choose the supplier 
d. Control Total Amount;  Enter the amount of the invoice 
e. Supplier’s Invoice Number; Enter the supplier’s invoice number without 

spaces or special characters 
i. For attorney vouchers, it should be CAUSE NUMBER space DATE 

OF JUDGE’S SIGNATURE (MMDDYY no special characters): 
 “26CR0001 010226” 

f. All other required fields will auto populate 
3. Additional Information will auto populate any required fields. The rest can 

be left blank. 
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4. Enter the Lines to be paid. This should 
primarily be Service Lines. 
a. Item Description; enter a brief 

description of the expense 
b. Spend Category 
c. Extended Amount 
d. Fund 
e. Cost Center 
f. Enter additional worktags if needed 
g. Add additional lines as needed 
h. Attach the support for the payment 

(supplier’s invoice, court order, etc) 
i. Double check all info is correct. Once 

you submit, you cannot edit the 
request! 

j. Submit 
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Follow The Supplier Invoice Request 
1. Type My Supplier Invoice Requests in the Workday Search bar. 
2. View a list of your supplier invoice requests. Once the Request Status is Approved, your invoice request has been submitted to Accounts 

Payable for review.  

3. If you need to cancel the request, select the related actions then 
Supplier Invoice Request then Cancel. You will not be able to 
make edits once it is submitted (Step 4j). 
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4. Open the Supplier Invoice Request to view the details and see 
the associated Supplier Invoice. Click the blue link to view the 
supplier invoice and follow its payment status.  

5. You can also check the Process History to see who the request 
is pending on if it has not yet been approved by AP. 
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