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.

Home - Workday

Recent Searches
Create Reqguisition

Start Proxy

9
D
4) start prox
40) Find Requisitions

D) crereq

Here's What's Happenir

I'm locking for...
People Tasks and Reports

Awaiting Your Action

Check Budget (Financial) for Requisition
@ My Tasks - 8 month(s) ago
DUE 10/05/2024

Check Budget (Financial) for Requisition

e My Tasks - 9 month(s) ago
DUE 09/07/2024
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Clear

It's Tuesc

Drive

Important Dates

JUN  Birthday
24 Jamie Peck

JUL Holiday

4 |ndependence Day

JUL Anniversary 1
12 Evan Riddell - 4 years



2  Click the "Create Requisition" task

eSaft session expired Long-Term Lease Equipment Pr X Home - Workday X @ Scribe| Workspace

c 25 implworkday.com/uofld/d) itmid

NU UL (Q Create Requisition

Create Requisition

Task
Create Reqguisition Template
&l Task
Create Requisition Worktags Template
Bl ook
= Create Shared Requisition Template
Task
U ) H
Here's What's Happenir View More
Awaiting Your Action

Check Budget (Financial) for Requisition
@ My Tasks - 8 month(s) ago
DUE 10/05/2024

Check Budget (Financial) for Requisition
a My Tasks - 9 month(s) ago
DUE 09/07/2024

3 Click "Requisition Type" to select the requisition type needed.

Create Requisition

It's Tue!

Important Dates

JUN

24

&E

JuL

12

Birthday

Jamie Peck

Holiday

Independence Day

Anniversary 1

Evan Riddel| - 4 years

Requester *

Requesting Entity I

ULSA U ty of —
Company *| INELERY =) =
Louisville
Currency *| x USD =
Requisition Type * =
Deliver-To *| x Belknap Campus (:+0) =
Ship-To * 2215 S Brook Street Room 223 =
X Louisville, KY 40292 United
States of America
Program [ =
Project | =
aift I =
Grant | =
[
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4  Click "Standard Purchase" requisition for punchout orders.

Requester *

X Amber Horn (1)

Requesting Entity |

Company * ULSA University of =
Louisville —
Currency *| X USD (o= —
Requisition Type * | Bearch —
. ) fOwiner Supplied Materials
Deliver-To *
",:' Standard Purchase
ip- * -
Ship-To () Tie-Ta Requisition (Update Existing PO)
STATES OT AMETTS
Program | =
Project | =
Gift [ =
Grant | =

Cost Center

X CCO000110 CAPS :

Fund | X FDO1 General Operating i=

The Deliver-To field auto populates with "Belknap Campus". Press the X to delete
5 . :
this and search for the correct Deliver-To.

Create Requisition

Requester *

x Amber Horn ()

Requesting Entity |

Cost Center X CC000110 CAPS (i)

Company * ULSA University of — =

Louisville =
Currency *| x USD (G2 =
Requisition Type * I x standard Purchase =

|
Deliver-To * | x Belknap Campus (++) — ]
Ship-To % 2215 S Brook Street Room 223 =
X Louisville, KY 40292 United

States of America
Program | =
Project | =
i | =
Grant | =

Fund x FNN1 Renaral Nneratina =
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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.

Requisition Type * | x Standard Purchase =

Hequester = I X AmDer Horn (+++) |

Requesting Entity I = |

Company * ULSA University of — = ‘
Louisville =

Currency *| x USD () = |

|

Deliver-To * | serv x

Ship-To * Search Results (20+)

Belknap Campus > Grounds
Services (Belknap) > Room

100 (Grounds Services -
Belknap)

Program (™) Belknap Campus > Grounds 'an)
“ Services (Belknap) > Room
. 101 (Grounds Services -
Project Belknap)

(0) Bélknap Campus > Grounds
Gift Services (Belknap) > Room
703 (Grounds Services -
Belknap)

T ]

Grant (") Belknap Campus > Grounds om
*~ Services (Belknap) > Room
104 (Grounds Services -
Cost Center Belknap)

(™) Belknap Campus > Grounds

Fund *~ Services (Belknap) > Room
105 (Grounds Services - v

“ Cancel

& o ceafaca

)

# 0

7  Enter Workday "PPGG" worktag to populate funding information.

Hequester *I X Amber Hom (:::)

Requesting Entity I

Company * ULSA University of —
Louisville =
Currency *| x usD (=) =

Requisition Type * | x Standard Purchase

Deliver-To * Belknap Campus > Grounds =
Services (Belknap) > Room e
103 (Grounds Services - =
Belknap)
Ship-To * 1704 S. Floyd Street Grounds =
X Services LOUISVILLE, KY 40208
United States of America
Program [ = ]
Project [ =
Gift | =
Grant l =

Cost Center % CCO00110 CAPS (o)

Cancel

e R E TN A -
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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.

Requester * | X Amber Horn (++) =

Requesting Entity | =

Company * ULSA University of =
Louisville e

Currency *

x USD (7

X Standard Purchase

Requisition Type *

Deliver-To * Belknap Campus > Grounds =

Services (Belknap) > Room .

103 (Grounds Services -

Belknap)

. _A-Search Results (2)

Ship-To *

() PGO003D Purchasing Office

{5 PG02542 Purchasing - HSC
Program purch X
Project | =
Gift l =
Grant | =
Cost Center | X CC000110 CAPS () =

“

H Qs = e N FACHT < FO

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
IIOKII

Deliver-To * Belknap Campus > Grounds =
Services (Belknap) > Room
103 (Grounds Services - e
Belknap)

ship-To * 1704 S. Floyd Street Grounds =

X Services LOUISVILLE, KY 40208
United States of America

Program | % PGO008O Purchasing Office

Project I =
Gift [ =
Grant | H=
Cost Center X CCO00110 CAPS (---) =
Fund * FDO1 General Operating =
Function | X FNOG Institutional Support (5+5) =
Activity l H—

Additional Worktags

“ Capest

3 oo ceafAeAT = PO
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10 Click "Connect to Supplier Website "

~ Instructions

lla REQUISITION INSTRUCTIONS

Please review our UofL Purchasing Website for all questions. If you have questions or need additional assistance, please contact the UofL Procurement Office.

ﬁ Top Tips for ordering goods and services:

= Please use "Connect to Supplier Website" to punchout to contracted supplier websites
« If you cannot find what you need in the punchout sites, please create an adhoc request for goods or services by selecting “create non-catalog requisition”

~ Select an Option
Request Non-Catalog ltems

Add a good or service that is not in the catalog

Connectto Supplier Website

Request goods and services from Supplier Websites

Add from Templates and Requisitions

Select from Requisition templates and past Requisitions

Select from My Procurement Favorites

Select from my Favorite items

®

B8 Q seorn e W FEEC W

11  Click "Connect" next to the Staples, Inc.

@

FaY
uisition Type
ndard Purchase
=@,
Multi-Supplier Supplier Description Connect
a
GonConnectionnc
1080Motion Inc
W W Grainger Inc
Del Markeing LP
v
»
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12  The Staples Advantage ordering site will appear.

PeopleSoft session expired Long-Term Lease Equipment Pr X

@ % ac-orderstaplesadvantage.com/gus/sba/profileinfo,

M Staples
Business

Solutions

Furniture

Print & Marketing
Technology
Facility

Rreakrnnm

ac-order.staplesadvantage.con x # Scribe | Workspace

nt/zipcod

Delivery ZIP code

Please enter the ZIP Code of your delivery location so we can provide
accurate product availability.

For international orders, please enter "00000".

code

[ Enter 5 digit ZIP code

Please note the estimations provided are based off the ZIP code entered, the SKU
searched, and the day and time. Our Inventories are constantly changing so if any of
these variables change then the estimates may no longer be accurate.

13  Enter delivery zip code and select "Continue".

c 25 ac-order.staplesadvantage.com/gu: /profileinfo/account/zipcode?

M Staples
Business

Chat Now 2 — X
g
Dariyen M.
Still have some questions before
ns

completing your purchase? My name is

Made with Scribe - https://scribehow.com

Delivery ZIP code
Please enter the ZIP Code of your delivery location so we can provide
accurate product availability.

For international orders, please enter ‘00000".

ZIP code

[ 40208|

Please note the estimations provided are based off the ZIP code entered, the SKU
searched, and the day and time. Our inventories are constantly changing so if any of
these variables change then the estimates may no longer be accurate.




14 Click in the search bar to locate the items for purchase or use the icons to search
all items in a category.

e Supplies, Technology, In' X @ Scribe | Workspace:

d=hideMessage

Search

Explore ~ [ Chat  Deliver to: Louisville, KY

A 8 & O & B

[} Emergency Food & Cleaning & Shipping Supplies Furniture Computers & Office ¢
Preparedness Breakroom Janitorial Accessories
U
View all = Lists 2 View all
Q ¢ cartridges
2 items ’

vy Coffee makers
[a) 0items i

0

1don't have any
t orders to display.

15 Click Add to select the item to add to cart.

Pick up and Delivery | Category Brand ‘ Pen Type ~ | | Retractable v 22 AllFilters

=, £ Compare = £ Compare

- = @. Y
e
e
’ *Fao Pt 0 )
| *Langt vt el ik POV
| fcon G0
' !! o . Contract price

£ Compare = £ Compare

STAPLE!

Ballpoint
Retactable Pens
126y

Mesum 10

Contract price

BIC Round Stic Xtra-Life Ballpoint Pen, Zebra Z-Grip Retractable Ballpoint Pens, Pilot G2 Retractable Gel Pens, Fine Point, Staples Retractable Ballpoint

Medium Point, 1.0mm, Black Ink, 60/Pack Medium Point, 1.0mm, Black Ink, 24/Pack 0.7mm, Black Ink, 36/Pack (84065) Medium Point, 1.0mm, Black

(GSMB09-BLK) (12221) (50793-CC)

Item; 442901 Model: GSME0IBLK item: 603710 Model: 12221 Ktem: 050552 Model: 84065 Item; 2438018 Model: 50793CC

skl 1133 hdhd 925 dkkdd 140 dedrkdl 251

$5.66 56:69 Market price §7.88 51329 Market price $34.44 5539 Market price $3.54 51629 ua

BO/PK (50.09/Pen) 24/PK ($0.33/Pen) PK (50.96/Pen) 12/DZ (50.30/Pen)

= Next-Day Delivery by tomorrow = Next-Day Delivery by tomorrow = Next-Day Delivery by tomorrow = Next-Day Delivery by tomo
1 v | Add 1 v Add ) 1 v || add 1 v | Add

ceafaclT @O
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16 Click "Review & checkout" if shopping is complete. If there are more items to
purchase, select "Continue Shopping".

Lc-orderstaplesadvantage.con. X @ Scribe | Workspace

Added 1 to cart

+B - Zebra Z-Grip Retractable Ballpoint Pens, Medium
Point, 1.0mm, Black Ink, 24/Pack (12221) Review & checkout

= Delivery by Wed, Jun 25

1@ %7.88 24/PK $7.88 | Continue shopping

() You're saving $3.41 on this item!

Customers also bought

—

; 'i'shaﬂp“":eb = 1
s L] :
srhl aﬁ”‘i—“"J s

TRU RED™ All-In-One Post-it Notes, 3" x 37, Sharpie Tank Staples Hype Tank >
10-Compartment Wire Poptimistic Collection, Highlighter, Chisel Tip, Highlighter, Chisel Tip,
Mesh Compartment... 100 Sheet/Pad, 16... Fluorescent Yellow,... Assorted, 36/Pack...

*khhk g5 Rkkkd g7 *hkkd 37 Rkkkd 322
$25.0453:50 $26.28 442 $20,3952458

(1~ Add ) 1 v | Add ) 1 v | ( add

Buy it again

17 Delete information in search bar and enter the next item for purchase.

derstaplesadvantagecom. X @ Scribe | Workspace

Explore ~ [ Chat  Deliver to: Louisville, KY

sort by Contract price ~ 55 Grid view

a S m o ow o=

Gel Pens Retractable Pens Blue Pens Red Pens Black Pens Bulk Packs
v | Brand ~ ‘ Pen Type Retractable « ‘ 2 AllFilters
= £ Compare = £ Compare =, = Compare S
STAPLES
Ballpoint

Rotraciabie Pens
126y

Mesum 1 0w

L
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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.

laptop

stalled Ram ~ Processor Type screen Size (inches) v Battery Life 22 AllFilters

[ Blocked [ Blocked | Blocked
55U, Lenovo ThinkPad L15 Gen 4 15.6" Laptop, HP EliteBook 845 G11 14" Touchscreen Lenovo V15 G4 15.6" Laptop, AMD Ryzen
ard, Intel Core i7-1355U, 32GB RAM, 1TB PCle Laptop, AMD Ryzen 5 PRO 8640HS, 16GB 7 7730U, 16GB RAM, 512GB 55D,
SSD. Windows 11 Pro (21H3S1FG00) RAM, 512GB SSD, Windows 11 Pro... Windows 11 Home (82YY003DUS)
Item: 24608101 Model: 2IK3S1FGOON Item: 24616731 Model: AGTE3UTN item: 24628024 Model: B2YYO030USN
o Adkddhd 22 Ahhhkhd 55 hkdkhd 146
$1,049,99 51:495:959 Market price $819,99 51:199:99 Market price 5479,99 $879:99 Market price
w Free delivery Free delivery = Free Next-Day Delivery by tomorrow
or... & Your company has restricted the or... & Your company has restricted the or... & Your company has restricted the or...
Why is this blocked? Why is this blocked? Why is this blocked?

19 Continue adding items as needed.

T G =
%)

anizer Advantus 10-Piece Desk Organizer Set, Poppin Super Stacked Set, Slate Blue Mind Reader Stackable Plastic Desk Tray

Polypropolyne, Black (38398) Assorted Material, 6/Bundle (106079) Set, Clear, 25 Pieces (DRORG25-CLR)
Item: 24343887 Model: 38398 tem; 24474515 Modek: 106079 Item: 24634500 Model: DRORG2SCLR

@ dkkkd 12 khkkkh g No reviews yet
$18.89 52745 Market price $93.29 $27.19
10K ($1.69/Bin} 6/BD (515.55/1tem
= Next-Day Delivery by tomorrow Free delivery

1 - Add 1 v Add 1 v Add
= S Compare =g £ Compare =g 5 Compare =

Made with Scribe - https://scribehow.com 10



20 When finished adding items, click "Review & checkout".

ac-order staplesadvant:

Added 1 to cart

Poppin Super Stacked Set, Slate Blue Assorted
Material, 6/Bundle (106079) Review & checkout

= Delivery by Fri, Jul 25
1@ $93.29 6/BD $93.29 |

Customers also bought

Poppin Dynamic Duo Avery Easy Peel Teacher Created
Desk Organizer Set, Laser/Inkjet Address Resources Confetti
Slate Blue Plastic... Labels, 1" x 2 5/8",... Words to Inspire...

dkkhd 2 Adkdd 3501
$41.09 $6.38 552

1 v |[(add)

Buy it again

Continue shopping

Barker Cresk Be Hz >
Be Bold Motivational
Art Prints & Posters...

Mo reviews yet

$26.39

1 v w_i Add |

21 Review the cart to ensure all items were correctly added. Click "Submit Order"

4 i} (&4

rch [ ]
Seal Q
Chat Lists

$101.17

$101.17

Super Stacked Set, Slate Blue Assorted Material, 6/Bundle (106079)
24474515 | MFR #: 106079

y by Friday, Jul 25, 2025

Made with Scribe - https://scribehow.com

E‘:‘r Print Cart

@ You're saving 53.41 on this orderl

Delivery to: Louisville, KY 40208

Submit Order

Business price (6/BD)

m Print Quote

[ Remove

$93.29

Qty
1 v

$93.29

11



22 By clicking "Submit Order" in the previous step, the order will automatically be
transferred into the Workday Requisition.

Cart - Workday X @ Scribe|Workspace

Q Search & é g

Your Session Has Been Recovered

Would you like to restare your last session now? |
Recovered sessions are also available in the Profile

tion Type Total Amount Currency menu under “Recovery Assistant”.

d Purcﬁase §101.17 usp

(] Deontt display this message again

D

Zebra Z-Grip Retractable Ballpoint Pens, Medium Point, 1.0mm, Black Ink, 24/Pack (12221)

|dentifier 609710

rde 44121704 - Ball point pens

ry Supplies - Office Supplies (SCO116)
Staples Inc

act (empty)

1

All items should be transferred. Each item is listed separately on the left side.
2 , : .
Review to ensure that items on all lines were added as requested.

Compan: Requester Requisition TyEe Total Amount Currency

B ULSA University of Louisville Amber Horn Standard Purchase $101.17 usD
la

2items Sort By: ~ 5

Edit

e Zebra Z-Grip Re ble Ballpoint P- 1

e e s Description Zebra Z-Grip Retractable Ballpoint Pens, Medium Point, 1.0mm, Black Ink, 24/Pack (12221)

§7.88

Supplier Item Identifier 6509710
Poppin Super Stacked Set, Slate Blu... 1

$93.29 Commodity Code 44121704 - Ball point pens
Spend Category Supplies - Office Supplies (SC0116)
Supplier Staples Inc
Supplier Contract (empty)
Quantity 1
Unit of Measure Pack
Unit Cost 7.88
Extended Amount 7.88
Memo

Made with Scribe - https://scribehow.com



24 Click Checkout to move forward with order.

@
0l
2 tems Sort By:
Edit
" :Z: Lo Retractebic Bellpaind B 1 Deseription Zebra Z:Grip Retractable Ballpoint Pens, Medium Point, 1.0mm, Black Ink, 24/Pack (12221)
{cé} Supplier Item Identifier 609710
Poppin Super Stacked Set, Slate Blu... 1
$93.29 Commodity Code 44121704 - Ball point pens
Spend Category Supplies - Office Supplies (SC0116)
Supplier Staples Inc
Supplier Contract (empty)
Quantity 1
Unit of Measure Pack
Unit Cost 7.88
Extended Amount 7.88
Memo

@ Continue Shopping

@ oo REEEEE RN I

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

United States of America
~ Requisition Information
Request Date *| @6/24/2025 (5]

Currency *| x USD (c=o) i

Requisition Type % | x Standard Purchase =

|
Credit Card | = 1
l
|

Sourcing Buyer

Submitted by Amber Horn

Memo to Suppliers

Internal Memo

~ Goods
2 items

m ( Save for Later ) C Continue Shopping ) @

B Q sercn ;gg;ﬁmggi‘,@lﬂa
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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.

Credit Card

Requisition Type  * | x Standard Purchase

1

Sourcing Buyer

|
l
|

Submitted by Amber Horn

Memo to Suppliers

Internal Memo

v Goods
2items
Order  Image Company tem Item Description Commodity Code *Spend Category
o, ULSA University = Zebra Z-Grip Retractable 44121704 - Ball Supplies - Office =
of Louisville Ballpoint Pens, Medium point pens Supplies (SC0116)
Point, 1.0mm, Black Ink,
24/Pack (12221)
= ULSA University = Poppin Super Stacked 44111503 - e Supplies - Office i=|
of Louisville f:" S"’::E'BJE Assorted Desktop trays or (7o Supplies (SC0116)
'1;(‘20”;9\ Binrle organizers
(106079)
q 0 2 o 8 q 8 _q
27 Inthis example, the "Unit of Measure" is required but missing.
pe
.
=@z
Item Description Commadity Code *Spend Category “Quantity Unit Cost
5 a
Zebra Z-Grip Retractable 44121704 - Ball = supplies - Office = | Quantity *
23”9:“" PE“E'I‘A?“‘:”: point pens Supplies (5C0116) 1
oint jack Ik,
24/Pack (12221) Unit of Measure *
Pack
Poppin Super Stacked 44111503 - = supplies - Office = | Quantity * g
Set, Slate Blue Assorted Desktop trays or  (+- Supplies (SC0116) 1
Material, 6/Bundle -
et organizers
{106079) Urift 6 Measure *
v
] »

:j-a “E" ﬂ a 2:12 PM

6/24/2025
= E = o

Made with Scribe - https://scribehow.com



28

one.

Item Description

Zebra Z-Grip Retractable
Ballpoint Pens, Medium

Commodity Code

44121704 - Ball

*Spend Category

Supplies - Office
s Supplies (§C0116)

s point pens
Point, 1.0mm, Black Ink, A
24/Pack (12221)
Poppin Super Stacked 44111503 -
o | % Samonne
‘ organizers

(106079)

Supplies - Office
Supplies (SC0116)

o)
()

b

&)
C ISR -

29

v Goods
2items
P | onder Image Company hem
B || T ULSA University =
of Louisville
( A
L i) ULSA University
of Louisville
4
~ Services
0tems
Order Image Company Item

am
B Q search

Made with Scribe - https://scribehow.com

Click on the "Unit of Measure" field to open the options and select the appropriate

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

() Bottle
() Box
() Bundle
() can _
p— = m I..|
() card
() carton Mnit Gt
O Case =
- () centimeter
() Container
O pay
O Bozen
O Egch <
© Fifty
(7) Five Hundred
Search =
v
»
v
212 PM
6/24/2025
4
Item Description Commodity Code *Spend Category “Q
Zebra Z-Grip Retractable 44121704 - Ball = Supplies - Office i=| Q
Ballpoint Pens, Medium point pens Supplies (SCO116) 1
Point, 1.0mm, Black Ink,
24/Pack (12221) Un
Pa
Poppin Super Stacked 44111503 - = » Supplies - Office = [
;e'is'atleﬁe';e:‘m"“d X Desktop trays or  (+7) Supplies (SC0116) 1
aterial, 6/Bundle e
organizers
(106079) gan i
Ea
. Extended
Description 'Spend Category e Date

15



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.

4

v Goods
2ftems
Order Image Company ltem Item Description Commodity Code *Spend Category
L4 ULSA University = Zebra Z-Grip Retractable 44121704 - Ball = Supplies - Office =
of Louisville Ballpoint Pens, Medium point pens Supplies (SC0116)
Point, 1.0mm, Black Ink,
24/Pack (12221)
i ULSA University = Poppin Super Stacked 44111503 - = « Supplies - Office =
of Louisville ff‘; S'ﬂ‘ff}gf ‘ﬂ?s”"t‘d X Desktop trays or  (i+ Supplies (SC0116)
Material, 6/Bundle —
(106079) organizers
L]
~ Services
Oitems
Order Image Company Item Description *Spend Category i:i:‘:fd Date

m ( Save for Later ) ( Continue Shopping ) @

_| B ceafAOW+ c#O

31 The requisition will automatically go through the workflow approvals. Click
"Details and Process" to review any details or approval steps.

You have submitted - Workday X ® Scribe | Workspace

= MENU UL Q Search

You have Subl‘n itted Requisition: REQ-000000092, Requester: Amber Horn, Date: 06/24/2025, Amount: 101.17 US|

88

E Up Next

O] Check Budget (Financial) for Requisition - Batch/Job: Run Budget Check
illa > Details and Process

Made with Scribe - https://scribehow.com
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32

33

For REQ-000000092

Overall Process

OverallStatus  In Progress

Details Process

> Shipping Address

> Information

v~ Goods
2 tems
Line Image Company
Q ULSA University of
Louisville

The "Process"

PeopleSoft session expired

C 2% implworkday.com/uofl

Long-Term Lease Equipment P

Requisition: REQ-000000092, Requester: Amber Horn, Date: 06/24/2025, Amount: 101.17 USD

Unit of
ftem Quantity Measure
Item Requested Pack

Item Description
Zebra Z-Grip Retractable Ballpoint Pens,
Medium Paint, 1.0mm, Black Ink, 24/...more

Commaodity Code
44121704 - Ball point pens

Spend Category
Supplies - Office Supplies (SC0116)

x You have submitted - Workday X # Scribe | Workspace

2.htmid

The Details tab will show the information that was submitted on the requisition.

Unit Cost

(a]a]
oo

|

c}

For REQ-000000092

Overall Process

OverallStatus  In Progress

Details Process

> Shipping Address

> Information

~ Goods
2items
Line Image Company
Q ULSA University of
Louisville

Requisition: REQ-000000092, Requester: Amber Horn, Date: 06/24/2025, Amount: 101.17 USD

Unit of
Item Quantity Measure
Item Requested Pack

Item Description

Zebra Z-Grip Retractable Ballpoint Pens,
Medium Point, 1.0mm, Black Ink, 24/...more

Commodity Code

FYTLICEVRE W

Made with Scribe - https://scribehow.com

Unit Cost
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34

il

" |
L L]

35

Q Search

Click the "Process Tab" to see the workflow approval steps as shown in the next

step.

Check Budget (Financial) for Requisition - Batch/Job: Run Budget Check

v Details and Process

For REQ-000000092
Overall Process  Requisition: REQ-000000092, Requester: Amber Horn, Date: 06/24/2025, Amount: 101.17 USD

Overall Status  In Progress

Details Process

Process History 3 items

Process Step Status

Requisition Event Requisition Event Step Completed
Check Budget (Financial) Check Budget (Financial) Automatic Complete
Check Budget (Financial) Batch/Job: Run Budget Check Launched

Remaining Process

Click on the button below to review remaining process details.

Completed On Due Date Pers

06/24/2025 02:12:36 PM Amb

06/24/2025 02:12:36 PM

06/24/2025 02:12:36 PM

Click the hyperlink "Requisition: REQ-000000092, Requester: Amber Horn, Date:
06/24/2025, Amount: 101.17 USD" to go back to view the requisition.

PecpleSoft session expired Long-Term Lease Equipment Pr X View Remaining Process - Wo x # Scribe | Workspace

“«

5 implworkday.com/ucfl

Implementation - uofi4

oo
=7

l;ﬁﬂ

o}

UL Q search

Requisition: REQ-000000092, Requester: Amber Hom, Date: 06/24/.

2025, Amount: 101.17 USD

Remaining Process 2 items

Process Step

Requisition Event Approval by Requisition Approver - Lab Animals
Requisition Event Approval by Requisition Approver - Radioactive
Requisition Event Approval by Requisition Approver - Fabric
Requisition Event Approval by Requisition Approver - Print
Requisition Event Approval by Accounts Payable Operations Lead
Requisition Event Approval by Accounting Operations Lead
Requisition Event Check Budget

Requisition Event Source Goods and Services Requisition

Made with Scribe - https://scribehow.com

Group

Requisition Approver - Lab Animals

Requisition Approver - Radioactive

Requisition Approver - Fabric

Requisition Approver - Print

Accounts Payable Operations Lead

Accounting Operations Lead

Financial Budget Manager

Spend Category Buyer

18



Click "Process" tab to view all steps remaining in the approval process. as shown in
the next step.

36

€ (6]

25 implworkday.com/u fdfinst/1$427/1365$162.htmid

Implementation - uofi4

= MENU Q search

View Event

Requisition: REQ-000000092, Requester: Amber Horn, Date: 06/24/2025, Amount: 101.17 USD (

oo
[=T]

For REQ-000000092

|

Overall Process  Requisition: REQ-000000092, Requester: Amber Horn, Date: 06/24/2025, Amount: 101.17 USD

[C]

Overall Status In Progress

Details Process

> Shipping Address

> Information

~ Goods
2 ftems
Unit of
Line Image Company Item Quantity Measure Unit Cost
Q ULSA University of - Requested Pack 7.88
Louisville

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

heck Budget (Financial) Review Budget Check Not Required

heck Budget (Financial) Override Budget Check Not Required

heck Budget (Financial) Service: Reserve Budget in Budget Check Step Completed 06/24/2025 02:12:40 PM Workday Service

equisition Event Approval by Buyer Not Required

equisition Event Approval by Business Asset Accountant Not Required

equisition Event Approval by Grant Manager Not Required

equisition Event Approval by Gift Manager Not Required

equisition Event Approval by Project Manager Not Required

equisition Event

equisition Event

equisition Event

Approval by Project Financial Approver

Approval by Cost Center Manager

Approval by Program Manager

Awaiting Action

Awaiting Action

Awaiting Action

Michelle Comer {Cost Center Manager) ()

emaining Process

Remaining Process

ck on the button below to review remaining process details.

Remaining Process

~em FaACH

Made with Scribe - https://scribehow.com
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