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GovConnection Punchout Instructions

1 From the Workday Home screen, enter Create Requisition in the Search window.
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2 Click "Create Requisition" task

3 Click on Requisition Type and select Standard Purchase
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4 Click the X to remove default Deliver-To location. Enter the correct Deliver-To
location. If unknown, enter a part of the location (i.e. serv 208a for Service
Complex, Room 208A) and all options will appear. Select the appropriate location.

5 Enter Workday Program/Project/Gift/Grant "PPGG" code.
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6 If unknown, enter part of the name (i.e. purch for Purchasing) and all options
available will appear. Select the appropriate worktag.

7 Location is required for all asset items purchased. Enter the location where the
asset will be housed.
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8 Click OK

9 Click "Connect to Supplier Website "



Made with Scribe - https://scribehow.com 6

10 Click "Connect" next to GovConnection Inc.

11 Shop for items



Made with Scribe - https://scribehow.com 7

12 Filter as needed to select item to purchase

13 Click "Add To Cart"



Made with Scribe - https://scribehow.com 8

14 Click "Cart" to view items selected.

15 Click Request Quote, Begin Secure Checkout, or View Full Cart based on what
needs to be viewed.
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16 Click View Full Cart if detailed view of items in card is needed.

17 Click Request Quote if a quote is needed but not a purchase at this time.
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18 Click here to enter Quote details. Click Request Quote.

19 Click "Begin Secure Checkout" when finished shopping.
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20 Enter Workday Work Tag, then Save & Continue.

21 Click "Submit Cart"
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22 Cart items from Supplier website will be transferred to Workday requisition.
Review all lines to make sure they transferred correctly.

23 Click Checkout
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24 Review Requisition Details for accuracy.

25 Click slider bar under Goods lines to ensure accuracy of details. Edit as needed.
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26 Click Submit to complete the requisition.


