How to Locate a Send Back or Deny Comment on
a Requisition

1 From the Workday Home screen enter Find Requistions

Find Supplier Contracts - Wor X Home - Workday

ne.htmid

Hello There It's Thursday
Awaiting Your Action Important Dates
Requisition: REQ-000000228, Requester: Janie Burton, Date: 07/14/2025, Amount: i amr o
@ 49,162.50 USD Stephen McMillin - Until Jul 25, 2025
My Tasks - 3 minute(s) ago
JuL Time Off
25 Emily Lush

Requisition: REQ-000000178, Requester: Marlene Steffen, Date: 07/11/2025, Amount:
e 27,040.00 USD

My Tasks - 4 minute(s) ago JuL - Birthday ¢
27 Michael Schrader
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2  Click "Find Requisitions Report"

Workday x Find Supplier Contracts - Work: X Home - Workday x # Scribe | Workspace x # Scribe | Approve Device

3 myworkday.com/ me htmid

Find Requisitions

G

P

.
o

Find Reqguisitions

Report

Find Replenishment Requisitions with Conversion Factor Exceptions
Report

[Eii ]

Find Requisition Sourcing Requests
Report

[

Find Mass Change Requisition Requester Requests

Report
He"o There RPTS538 - Requisitions Awaiting Sourcing It's Thure
E Report
View More
Awaiting Your Action Important Dates
Requisition: REQ-000000228, Requester: Janie Burton, Date: 07/14/2025, Amount: AL Tima Gt

- Until Jul 25,

&)  49,162.50 USD

My Tasks - 3 minute(s) ago

JuL Time Off
25 EmilyLush

Requisition: REQ-000000178, Requester: Marlene Steffen, Date: 07/11/2025, Amount:
e 27,040.00 USD

My Tasks - 4 minute(s) ago JuL Birthday
27 Michael Schrader

3 Select the appropriate Company

Revise Requisition - Workday X Find Supplier Contracts - Work: X Find Requisitions - Workday ~ X  ® Scribe | Workspace X @ Scribe | Approve Device

25 myworkday.com/uofl/d/tas!

= MENU UL Q. Find Requisitions @

e 3| Find Requisitions
ol
|:—| Eﬁ Company ‘ =i
=
| A= Récommended
@ e -+ CHO2 UofL Consolidated )
=1 —
ol ( <+ ULSA University of Louisville )
n J
E (- ULRF UofL Research Foundation
Requisition
W
Requester —
&

06/24/2025 [0

Requisition Date On or After

MM/DD/YYYY [

Requisition Date On or Before

Status

Requisition Type \

() Has Unsourced Lines
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4  Enter the Requisition number

= MENU UL Q  Find Requisitions ®

= 5| Find Requisitions
il
o2 i s
tj o0 Company ® CHO2 UofL Consolidated —
B
| v Recommended
Q = f‘+ ULRF UofL Research Foundation )
EI I
o (+ ULAA UofL Athletics Association )
Requisition [
Requester [ =
{:o:} Requisition Type [ =

Requisition Date On or After ‘ 06/24/2825 E |

Requisition Date On or Before | MM/DD/YYYY [

Status ‘

(_) Has Unsourced Lines
() Fully Sourced

© None of the above

5  Click "OK" to run report.

SR | -
= e (4 ULRF UofL Research Foundation ;

= & L
ul (4 ULAA UofL Athletics Association |

o
Requisition I REQ-000000605

* g Requester [ =
{§} Requisition Type ‘ =

Requisition Date On or After 86/24/2025 [

Requisition Date On or Before ‘ MM/DD/YYYY [

Status \

() Has Unsourced Lines

() Fully Sourced

© None of the above

Sourcing Buyer [

Fulfillment Source ‘

Supplier

Ol - J&=»

W Q Search ;‘ufgggi}%ga
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6  Click Related Actions button.

oo

i ~ Report Criteria

Vou_:]
i)

Q Company CHO2 UofL Consolidated
@ Requisition REQ-000000605
illa Requisition Date On or After  06/24/2025

|

Exclude Canceled  Yes

w Exclude Closed Yes
] Requisitions 1 ftem
Reduisition  Requisition Number Company Status Requisition Type Requester Requisitic
-Tan)] REQ-000000605 ULSA University of Louisville Denied Standard Purchase Ann Phillips 07/23/20;
—

7 Click "REQ-000000605" to open requisition details.

Revise Requisition - Workday Find Supplier Contracts - Work: X Requisition - Workday & Scribe | Approve Device
25 myworkday.com/uofl/d/gateway.htmld? dToken=c29a56!
e UL -
Actions o
" equisition
e 3| Find Re A
all preouiing i REQ-000000605
Favorite >
oe
|:_—| =10} v Re|
= Procurement > ~ Summary
| ‘E’ Company  Roles >
Q Status Denied
El Requisitio
Company ULSA University of Louisville
0l Requisitio
E Worker Ann Phillips
Exclude C :
Shipping Address © 2301 S. 3rd Street Grawemeyer Hall LOUISVILLE, KY 40208 United States of America
Exclude € Date 07/23/2025
] Requisitior Currency UsD
Total Amount 3,025.00
Requisitic

Requisition Type Standard Purchase
4
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8  Click "Process History" tab.

= ~ Requisiion InTormaton
olla Request Date 07/23/2025
Currency usp
Requisition Type Standard Purchase
Yo
Submitted by Ann Phillips
Consolidate Requisitions on Purchase Orders No

Exclude Ship-To Address when Consolidating Requisition Lines  No

Memo to Suppliers (empty)

Internal Memo (empty)
~ Shipping Address

Deliver-To @ Belknap Campus > H. Charles Grawemeyer Hall (Belknap) > Room 1058 (H. Charles Grawemeyer Hall - Belknap)

Ship-To Address @ 2301 S. 3rd Street Grawemeyer Hall LOUISVILLE, KY 40208 United States of America

Service Lines Attachments Process History

Service Lines 1 item

Line Image Company kem Amount Date Deliver-To
Q ULSA University of Description Requested Start Date @ Belknap Cam
LotisiBe Development of a student training program Chnclos Cravming
. b (Belknap) > Reor

anaead toward avnnrinndinl Innenina £ _marn | 3,025.00 LS

R search ;aﬂlﬁ'ﬂ@_"’-&"“—'ﬁa

9  Scroll to the last process and then all the way to the right.

Not Required 0
cial Approver Not Required 0
iager Approved 07/23/2025 02:52:51 Brandon Reams (Program Manager) () 1
pprover - Lab Not Required 0
pprover - Not Required 0
pprover - Fabric Not Required 0
pprover - Print Not Required 0
rable Operations Not Required 0
perations Lead Not Required 0
Denied 07/24/2025 11:57:43 Amber Homn (Spend Category Buyer) 1 Amber Hom: PSC ended 6/30/25. PO is not the
AM correct method to pay an invoice on an expired
contract. Submit your invaice 1o acctspay@louis
Ville.edu with the PS contract S-PSC25-091

reférenced on supplier invoice request.

12:32 PM
7/24/2025
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