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Submitting a Requisition for Punchout Suppliers

1. Inthe Workday search bar, type “Create Requisition” and select this option from the pull down
menu.

w Q create requi|

Create Requisition

Create Requisition Template
Create Requisition Worktags Template

Create Shared Requisition Template

2. The “Default Deliver-To” address should ALWAYS REMAIN Wellesley College. Change the “Ship-
To"” field to your building location (or the building you want the ordered delivered to) by typing
into the field, or using the 3 bars on the right-hand side to search. Click into the “Requisition
Type” field and select “Punchout to Supplier Website.”

Create Requisition

Company * | x Wellesley College - =
Requester * | % OBrien, Kerri - =
Currency *| % USD - =
Deliver-To x Wellesley College --- =
Ship-To # % 106 Central Street Physical Plant =
Wellesley, MA 02481 United
States of America

Requisition Type ® Punchout to Supplier Website ---
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3. If the default cost center is not the fund covering your purchase(s), change it by entering the
appropriate Gift, Grant, or Cost Center by typing into the field, or using the 3 bars on the right-
hand side to search. When you are finished, click “OK” at the bottom.

Gift =
Grant =
Cost Center X CC2360 Purchasing =
Fund X FD100 Operating =
Division % FIN Finance and =

Administration

Cancel

4. A new screen will appear. Select “Connect to Supplier Website.”

v Instructions

Before you process your reguisition, please refer to Wellesley's Procurement Paolicy here.
assist with your request.

v Select an Option

Request Non-Catalog ltems

Use this link to create a requisition or request a contract.

Connect to Supplier Website

Request goods and services from Supplier Websites

Add from Templates and Requisitions

Use this link to connect to create new requisitions from templates or prior reguisitions.
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5. Alist of suppliers will appear. Click “Connect”, on the far right-hand side of the supplier’s site
you want to shop. (You may not have access to all of the suppliers listed below) It is important to

note that each supplier site will have a different look and feel. In this example, we will use W.B.
Mason.

Supplier Websites 7 tems

Logo Supplier Link Name Multi-Supplier Supplier Description

WBMason - Catalog WB Mason Office Supplies and Equipment

(Limited Access)

Connect
WHO BUT
B&H Photo - Catalog B&H Photo-Video Inc. Photo and Video Supplies and Connect
B H ol Equipment
BaB
[Foem w50 e
Grainger - Catalog Grainger Inc. Maintenance Supplies and Connect
2 Equipment
T = =]
Connection - Catalog GovCennection, Inc. d/bfa Connecticn Public Computer Supplies and Equipment Connect
Connection Sector Solutions

6. It may take a moment to load the page/connect to the supplier site. When you are connected,

you can search for the items you need by typing into the search bar, or by clicking the “Shop”
button for a list by department.

kobrien3@ edu of y College (C2012252 - Prod)

WHO BUT [scarch W5, aso n [ QUICK ORDER || @il caRT
' TEST - — CHECKOUT

0 ltems $0.00

®5HOP | | 2SUPPORT = ORDERS | &P ACCOUNTCENTER = WFAVORITES  weissecor

Wellesley Core..

ATTENTION - This website should only be used for TESTING

WELLESLEY

V-
‘ elcome Wellesley College Shoppers!
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7. For this example, we will purchase paper clips. Underneath the item you want to buy, enter the

quantity, and click “Add To Cart.”

"WHO BUT
|59L‘:r{h W.B. Mason
TEST

¥ FAVORITES

Sort by ‘,ET?if?TT?Q,!i,e,"F?L Results Per Page 3]727L

0 Selected

® SHOP 2 SUPPORT ® ORDERS ©® ACCOUNT CENTER
ATTENTION - This website should only be used for TESTING.
Showing items 1t0 12 0f 27« 4 » M
YOUR SELECTIONS D e o
| Add Selected to Cart | | Compare Selected | | Add To List ‘ v |
CATEGORY

x Clips & Clamps
CLIP/CLAMP TYPE

x Paper Clips

REFINE RESULTS

oSN

YOUR FILTERS

Preferred Items (17)

ERAND Universal® Paper Clips, Smooth ACCO® Smooth Economy Paper ACCO® Smooth Economy Paper
ACCO® (15) Finish, No. 1, Silver, 1000/Pack Clip, Steel Wire, No. 1, Silver, Clip, Steel Wire, Jumbo, Silver,
Advantus (2) 100/BX, 10 BX/PK 100/Box, 10 Boxes/Pack
Universai® (10) Availability: Next Day. Availability: Next Day Availability: Next Day

PRICE = = =
$0-$10 (20)
$10-520 (2) UNV72210 $5.15/Pc | accra3so $6.94/Pc | accrosso $20.68/rx
$20-$30 (5) - ) ;

ary| 1| ADD TO CART QTy ‘ ADD TO CART QTy ‘ | ADDTO CART

COLOR(S) L —

o ) Select [‘add To List | v | [ Select [add ToList | v | [ Select [‘add To List | v |
Gold (2

QUICK ORDER || @il CART
CHECKOUT 0ltems  $0.00

Selected List
Wellesley Core..

88 Grid View = List View

«xJUMBO

o100

8. A new window will appear letting you know that your item has been added to your cart. You
have the option to check-out, or continue shopping. We are going to click on “Continue to

Checkout.”
The item has been added to
your cart!

@5 SHOPPING CART

1 ltems $5.15 g

- ,

CONTINUE TO CHECKOUT | é
(1))
Q

Universal® Paper Clips, §
1000/Pack
UNV72210

$5.15 PK

QTY: 1
Ext. Price: $5.15

| CONTINUE SHOPPING |
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9. After clicking “Continue to Checkout”, you will be routed back Workday in the “View Cart” step of
the checkout process. Take this opportunity to ensure you have selected the appropriate
guantities, etc. If you need to delete an item, click on the trash can on the right-hand side of the
screen. If everything is correct, click “Checkout” at the bottom.

.

View Cart b &
Company Requester Requisition Type Total Amount  Currency
Wellesley College 0'Brien, Kerri Punchout to Supplier Website $5.15 USD

1 item
' Edit T

Paper Clips, Smooth Finish, No. 1, 5. 1 Description Paper Clips, Smooth Finish, No. 1, Silver, 1000/Pack

Supplier ltem Identifier ~ UNV72210

Spend Category (empty)
Supplier WB Mason
Supplier Contract (empty)
Quantity 1

Unit of Measure Pack

Unit Cost 515
Extended Amount 5.15
Memo

Continue Shopping
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10. The “Deliver-To” address is always Wellesley College.

FOR ON-CAMPUS DELIVERIES: The “Ship-To Address” should be your building (or the building
you want the order delivered to). (You selected the “Ship-To” address during Step 2 of this
process).

In the “Memo to Suppliers” you need to provide detailed delivery information. You should
include the name of the person receiving the order and their exact room location. You are
limited to 35 characters in this field, so it is important to be specific and brief.

If you are not adding an off-campus delivery address, please skip ahead to Step 11.

~ Shipping Address
Deliver-To Wellesley Collzge

Ship-To Address 106 Central Street
Fhysical Plart
Welleslay, Ma 02481
United States of America

“ Requisition Information

Request Date *| p3/06/2020 [
Currency * | % USD - =
Credit Card =

Requisition Type #

High Pricrity

Sourcing Buyer =
Submitted by O'Brien, Kerri

Mema to Suppliers Room 110

FOR OFF-CAMPUS DELIVERIES:

Before you can add an off-campus delivery location, you need to choose a spend category and adjust the
quantity field (if necessary) under the transaction details section. If you do not complete this step first,
you will get an error message!

When you have completed the transaction details, click the 3 dots at the bottom of the screen, to the
right of the “Continue to Shipping” button. Then, click “edit address”.

Save for Later Continue Shopping AL
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Click the box to the right of “Use Alternate Address.” Once clicked, a grey “Add” button will appear.
Click the add button.

Click Apply to use the deliver-to and ship-to address on the reguisition header and all lines.

Deliver-To % Wellesley College =

Ship-To Address lempty)

Use Alternate Address

Add

Cancel

Now, you can enter in the address where you need your items shipped to in the appropriate fields.
Please note, the delivery address field will stay Wellesley College. You are editing the Ship-to address.

When you have finished entering in your address, click apply. You do NOT need to change the date, or
unclick the Visibility Box. Only enter your address and click Apply!
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Deliver-To

Ship-To Address

Effective Date *

Country *

Address Line 1 +

Address Line 2
City *
State *

Postal Code  +

Click Apply to use the deliverto and ship-to address on the requisition header &

% Wellesley College - =

(empy)

Use Alernate Address

03/27/2020 £

% United States of America

County

Usage

Type 4 Business

Primary

Use For Accounts Payable
Billing (for Catalog Use)
Shipping

Visibility Public

Comments

Cancel
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11. Under “Goods”, you will need to select a “Spend Category” by typing it in, or using the 3 bars on
the right-hand side of the field to search. If you need to change the Gift, Grant, or Cost Center
for an item, scroll over to the right to do so by using the bar at the bottom.

Image Mem ttem Description *Spend Category *Quantity Unit Cost. Armoun Deliver-To *Ship-To Address

~ — e _ 515 515 _
[S)] # Item :iﬁ;cuf,ls;a:_th % Office Suppliss K‘Puanm)’ * » Wellesley College - =
1000/Pack

Unit of Measure #

12. In some instances, you may need to split a charge between two different funding sources. To do
this, scroll over to the far right of the transaction detail information and click on the zero below
“splits”.

You will then be prompted to select how to split the transaction, by “amount” or by “quantity”.
We recommend selecting by amount.

Transaction Details 1 itam

*Cost Center *Fund *Program *Division Additional Worktags Splits

x CC1900 Growth = % FD100 Operating = x PG210 Auxiliary = x PRV Frovost -
Initiatives Enterprises

13. After clicking the zero and splitting by “amount”, a new window will open. First, you need to
add an additional line by using the plus sign in the top left corner of the split screen.

Once you have the number of lines you need, you can begin entering the dollar amount per line.
(the system will calculate the remaining balance for you in the top right-hand corner)

When you have finished entering the amounts, scroll over to the right. If necessary, change the
default cost center to the appropriate Gift, Grant, or Cost Center you are splitting the
transaction between.

When you have finished entering the amounts and funding information for the split, click
“done” at the bottom and you will return to the verification screen.
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Splitby = Amount A

2 items

Percent Amount
50 11.51
Percent Amount
49.9782703 11.50

Memo

(empty)
Item

@ Ca"CEI

23.01 USD 0.00 USD
Amount Split  Remaining Amount to Split

Gift Grant

14. When you are finished, click “Submit” at the bottom of the Screen to submit the requisition. If
you are the Cost Center Manager, for the Cost Center used to cover the order, it will not need
approval. However, if you are NOT the Cost Center Manager for the funding you selected, your
order will be routed to the appropriate cost center manager for approval before being

processed.

You will receive an email acknowledging the order from the supplier when they receive the approved

order.

~ Services
0 temns

Image  lbem

> Attachments

Save for Later

Description

Continue Shopping

*Spend C

10
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You have submitted
Requisition: RQ-0002036, Requester: O'Brien, Kerri, Date: 03/06/2020, Amount: $5.15 (A=)

Review Requisition
Due Date 03/07/2020

> Details and Process

11



