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Scribe for windows Workflow

1 From the Workday Home screen enter "Create Requisition" in the search bar.
Workday is text intuitive so if you enter "Cre Req" it will show you all options
available that include that sequence and can be selected from the list.
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2 Click the "Create Requisition" task

3 Click "Requisition Type" to select the requisition type needed.
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4 Click "Standard Purchase" requisition for punchout orders.

5 The Deliver-To field auto populates with "Belknap Campus". Press the X to delete
this and search for the correct Deliver-To.
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6 If you are unsure of the location details, enter part of the building name (i.e. serv
for Service Complex) and hit Enter to find the building. All locations with Service in
the building name will appear so the correct building and room can be located.

7 Enter Workday "PPGG" worktag to populate funding information.
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8 If "PPGG" worktag is unknown, enter part of the department name (i.e. purch for
Purchasing). Select the appropriate worktag from the dropdown.

9 Funding details associated with the chosen worktag will auto-populate. These
should not need to be changed but confirm that the worktags are correct. Click
"OK"
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10 Click "Connect to Supplier Website "

11 Click "Connect" next to the Staples, Inc.
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12 The Staples Advantage ordering site will appear.

13 Enter delivery zip code and select "Continue".
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14 Click in the search bar to locate the items for purchase or use the icons to search
all items in a category.

15 Click Add to select the item to add to cart.
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16 Click "Review & checkout" if shopping is complete. If there are more items to
purchase, select "Continue Shopping".

17 Delete information in search bar and enter the next item for purchase.
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18 Some items will be restricted for purchase by University policies or procedures.
Restricted items will have a notification that the item is Blocked and will not allow
it to be added to the cart. To move forward with the purchase of a restricted item,
you must contact the Staples representative or Procurement Services to request
that the item be unblocked. If Procurement Services approves for the item to be
unblocked, go back into the requisition to add it to the cart. Once the requisition is
submitted you must let Procurement Services know to block the item again.

19 Continue adding items as needed.
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20 When finished adding items, click "Review & checkout".

21 Review the cart to ensure all items were correctly added. Click "Submit Order"
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22 By clicking "Submit Order" in the previous step, the order will automatically be
transferred into the Workday Requisition.

23 All items should be transferred. Each item is listed separately on the left side.
Review to ensure that items on all lines were added as requested.
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24 Click Checkout to move forward with order.

25 A Memo to Supplier or Internal Memo can be added if desired but not necessary.



Made with Scribe - https://scribehow.com 14

26 Scroll down from screen in previous step. Review all details to ensure accuracy
and completeness. All information should auto-populate but occasionally it won't.
If there is any missing required information it will show an Error that must be
fixed before moving forward.

27 In this example, the "Unit of Measure" is required but missing.
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28 Click on the "Unit of Measure" field to open the options and select the appropriate
one.

29 Use the scroll bar beneath the lines to scroll to the right and verify the details.



Made with Scribe - https://scribehow.com 16

30 Once all information is completed and verified, click "Submit" to submit the
requisition order. A requisition will be auto-generated as seen in the next step.

31 The requisition will automatically go through the workflow approvals. Click
"Details and Process" to review any details or approval steps.
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32 The Details tab will show the information that was submitted on the requisition.

33 The "Process"
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34 Click the "Process Tab" to see the workflow approval steps as shown in the next
step.

35 Click the hyperlink "Requisition: REQ-000000092, Requester: Amber Horn, Date:
06/24/2025, Amount: 101.17 USD" to go back to view the requisition.
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36 Click "Process" tab to view all steps remaining in the approval process. as shown in
the next step.

37 After all approvals have been completed a purchase order will be generated and
will be electronically delivered to Staples.


