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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.
Invoice Date; This should be today’s date
Supplier
Remit-To Connection; This should autofill once you choose the supplier
Control Total Amount; Enter the amount of the invoice

Supplier’s Invoice Number; Enter the supplier’s invoice number without
spaces or special characters

For attorney vouchers, it should be CAUSE NUMBER space DATE
OF JUDGE’S SIGNATURE (MMDDYY no special characters):
“26CR0001 010226”

All other required fields will auto populate

3. Additional Information will auto populate any required fields. The rest can
be left blank.

CC Requisitioner

Create Supplier Invoice Request

Please follow these instructions.

Supplier Invoice Request  (empty)

Primary Information

Invoice Date *
Invoice Received Date

Company *
Supplier *

Remit-To Connection

Currency *

Status

(empty)  Requester (empty)

@5 / 15 / 2026 [}

MM / DD / YYYY [

% The County of Galveston (5:v) =

X Cheese, Chuck E. (5++) =

w 722 Moody Avenue 4th =
Floor &0

X USD (o) =

Control Total Amount || 532.65
Supplier's Invoice Number INV123 |
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4. Enter the Lines to be paid. This should

CC Requisitioner

primarily be Service Lines.

L. . Lines Additional Fields
Item Description; enter a brief
description of the expense
Spend Category @ Add

Extended Amount

Fund
Cost Center

Deposit refund for use of
Walter Hall Park banquet
facility on 04/11/26.

Attachments

Lines [if

Deposit refund for use of Walter Hall Park

%X Security Deposits (+++)

Enter additional worktags if needed () Goods Line
" . 532.65 USD
Add additional lines as needed O ServiceLi
ervice Line
Attach the support for the payment
(supplier’s invoice, court order, etc)
Double check all info is correct. Once ltem
you submit, you cannot edit the
request!
Submit Iltem Description
J Spend Category
Extended Amount ‘ 532.65
*Fund X 1101 General Fund (++) =
*Cost Center w 522020 Beach and Parks D =
Department
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Follow The Supplier Invoice Request
1. Type My Supplier Invoice Requests in the Workday Search bar.

CC Requisitioner

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.

My Supplier Invoice Requests - i

Invoice Date On or After 01/01/2026

3 items
4
Supplier Invoice Supplier's Invoice
Request Request Number Request Status Invoice Date Request Amount  Supplier Number
Q SIR-0000003 Approved 05/15/2026 532.65 Cheese, ChuckE. INV1234
. —
+
3. If you need to cancel the request, select the related actions then Supplier Invoice
Supplier Invoice Request then Cancel. You will not be able to Request Request Number Request Status Invoice Date
make edits once it is submitted (Step 4j).
Actions . .
qQ Supplier Invoice Request

Supplier Invoice Request ?

Q
Audits

Business Process
Favorite

Integration IDs

*

3

»

Cance r Invoice Request: SIR-0000003
Copy

Request Number  SIR-0000003  Status

~ Primary Information
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View Supplier Invoice Request

Total Amount
532.65USD

Supplier Invoice Request @ Request Number  SIR-0000002

v Primary Information

Invoice Date 05/15/2026

Invoice Received Date (empty)

Company The County of Galveston
Supplier Cheese, Chuck E.

Remit-To Connection 722 Moody Avenue 4th Floor
Currency UshD

Control Total Amount 532.65

Supplier's Invoice Number  INV123

+ Additional Information

Payment Terms  Net 30

Due Date 06/14/2026

Supplier Invoice | Supplier Invoice: SI-0029552 I e

Status  Approved

CC Requisitioner

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.

Request Lines Process History
Process History 3 items il . E8
Y
Step Status Completed On  Due Date Person (Up to 5) F
Supplier Invoice Request Step Completed 06/09/2026 06/11/2026 Taylor Lee
Event 03:03:31 PM
Create Supplier Invoice from Awaiting Action 06/11/2026 Cristina Mendoza (Expense
Supplier Invoice Request Operations Lead A-C)
Taylor Lee (Expense Operations
Lead A-C)
v
4 . ] »

Ship-To Address  © 722 Moody Avenue Galveston, TX 77550 United States of America

r
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