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1. INTRODUCTION 

Objective 

Teach departmental end users how to submit a procurement request in University of Louisville 

Workday (UofL Workday) and Workday Strategic Sourcing (WSS).  

Introduction 

This Job Aid (JA) walks end users through the following processes: 

• How to create a procurement request in UofL Workday / Workday Strategic Sourcing 

 

Initiator(s) 

The employees who may initiate these processes have the following UofL Workday roles 

assigned to them: 

• All Employees 

Approver(s) 

The potential approver(s) for these processes include: 

• Information Security Compliance 

• Information Technology Services (ITS) 

• Legal 

• Procurement Services 

• Risk Management 

• Fiscal Approvers (Program, Project, Gift, Grant, or Cost Center Manager) 

  

Please note: This training material was developed using a test tenant of UofL 
Workday, and while instructions are the same, visual elements may appear 
slightly different. 
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2. CREATE A PROCUREMENT REQUEST 

 

The following steps assist end users in creating a procurement request for Department 

Agreements and Personal Service Contracts in UofL Workday/Workday Strategic Sourcing. 

1. On the UofL Workday Homepage, select the Menu icon.  

 

2. On the Menu pop-up screen, select Workday Strategic Sourcing under the Procurement 

dropdown.  
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3. On the Workday Strategic Sourcing home screen, select the Navigate dropdown menu and 

click Procurement Request.  

 

4. On the Procurement Request pop-up screen, Intake Form to open the New Project screen. 
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5. On the New Project screen, enter the following information: 

• Title: Format the title of each project as: Full Supplier Name – Requestor Last 

Name.  

• Category: The type of purchase for the Project.  

• Project Type:  

▪ Department Agreement: Select for all department agreements that are not a 

sole source supplier 

▪ Personal Service Contract - RFP: Select when a Personal Service Contract is 

needed but are not a sole source supplier 

▪ Personal Service Contract – Sole Source: Select when a Personal Service 

Contract is needed for a sole source supplier 

▪ Department Agreement – Sole Source: Select for department agreements for a 

sole source supplier 

• Project Description: Enter the project title and the product name or service 

requested 

 

 

 

 

 

Please note: No acronyms should be used when entering the Project Title. 

Please note: Depending upon which Project Type is selected, additional 

sections will be displayed in the Menu dropdown on the left-hand side. These 

sections are required and must be completed to Submit. 
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6. On the Menu dropdown, click Stakeholders to view which individuals have the ability to 

receive progress notifications about the procurement request from Workday Strategic 

Sourcing. 

 

 

 

 

• OPTIONAL: To add additional stakeholders, begin by selecting the Open Stakeholder 

Directory button to view all available stakeholders.  

 

 

 

Please note: Workday Strategic Sourcing will automatically mark yourself as 

a Stakeholder. To add additional participants, proceed with the following 

steps. 
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• In the Stakeholder Directory screen, enter the Name of the stakeholder you would like 

to add in the search bar. Then click the checkbox next to their name and determine 

whether the stakeholder should receive notifications regarding the approval of this 

procurement request. 

 

 

 

7. After confirming all necessary stakeholders, proceed down the Menu dropdown to provide 

additional details in each section. 

 

Please note:  Only Stakeholders who have previously accessed Workday 

Strategic Sourcing accounts will populate in the Stakeholder Directory. If their 

name does not populate, they must first access WSS through their UofL 

Workday portal via Steps 1 – 2.  

Please note: These sections will vary depending upon which Project Type is 

selected, these sections are required and must be completed to Submit the 

procurement request. 
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8. In each section, begin by entering details for all required fields.  

  

 

9. As you begin to enter details for the required fields, additional fields may populate due to 

the responses submitted in the required fields. Enter the necessary information in the newly 

populated required fields. 

 

  

 

Figure 1: Selecting Yes in response to a required field will populate additional optional and required fields.  

Please note: Required fields are indicated with a RED asterisk (*). 

Please note: Workday Strategic Sourcing contains conditional 

formatting; therefore, for every Yes/No response, additional fields may 

populate and require information to proceed. If any required fields are 

missing information, the system will prevent submission of the 

procurement request and notify you via an Error message which 

section/field is missing information.  
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10. If you try to submit the request and additional required fields are missing, an Error 

message will be displayed notifying you exactly which section and field requires additional 

information before submitting the procurement request. 

 

 

 

 

 

 

 

 

 

 

 

 

Please note: Following submission, the Procurement Request will proceed 

through the standard approval flows for current Department Agreements and 

Personal Service Contracts submissions. 
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11.  After submitting the newly created Project, you will be redirected to your home screen. 

From the home screen, you can locate the newly and any previously created Projects by 

selecting Pipeline from the Navigate dropdown menu. 

 

 

12. In the All Project section, select the Project Title to open the Project and review any 

associated supplier contract documents. 

 

  

Please note: Projects displayed are either projects you have previously 

created or projects you have been labeled as a stakeholder. 
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3. CONTRACT INTEGRATES TO CORE WORKDAY 

 

The following steps assist end users in finding their approved Personal Service Contracts in 

UofL Workday after it has been approved in Workday Strategic Sourcing. 

 

1. Once you locate your contract in WSS using the instructions above you will be able to see 

the contract status. If the contract is in approved/active status, then it will integrate to 

Workday where it can be associated with downstream transactions including requisitions, 

purchase orders, and supplier invoices. Select “Go to Workday Supplier Contract” to be 

brought to the contract document in Workday. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Please note: Department Agreements are excluded from Workday Core 

integration. Requestors will receive a signed agreement via Adobe Sign when 

the Department Agreement is completed. 
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2. After selecting “Go to Workday Supplier Contract” you will see the contract document and 

the Workday generated “Supplier Contract Number”. If the contract type is “Personal Service 

Contract – Obligation” that means this contract will be encumbered in Workday and invoiced 

directly (no requisition or purchase order required). All other contract types will not be 

encumbered and will still require requisitions and purchase orders (no direct invoice entry). 

 

 

 

 

Please note: All invoices billed for this work should be for “SCON-00000741” 

so Accounts Payable can accurately invoice this supplier contract and 

liquidate the encumbrance. 

For Workday Finances questions, please contact us via email at wrkdyfin@louisville.edu. 


