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W.W. Grainger Punchout Instructions

1 Go to the Search bar on the Workday Home screen. Enter Create Requisition.
Workday is text intuitive so you can enter a partial series of each work and it will
locate all options that have the letters entered as shown in the step below.
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2 Click "Create Requisition" task

3 Click "Requisition Type" to select Standard Purchase
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4 The Deliver-To auto-populates and must be changed for each requisition. Click on
the X to delete current address

5 Enter the location that item should be delivered to. A portion of the location can
be entered (i.e. serv for Service Complex) and all options that contain the letters
entered will appear as shown here. Select the appropriate location.
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6 Enter the Workday "PPGG" funding information.

7 If the worktag information is unknown, enter part of the description (i.e. purch for
Purchasing) and a list of options will appear as shown below. Select the
appropriate "PPGG" worktag for the purchase.
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8 The Location field must be completed if an asset purchase is requested. This
address location should be the location where the item will physically be housed
on campus.

9 The Deliver-To and Location addresses can be different. For example, if the item
should be shipped to Central Receiving by the Supplier but will be delivered to and
located in the Service Complex Building while in use.
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10 Click OK

11 Click "Connect to Supplier Website "
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12 Click "Connect" button next to W.W. Grainger, Inc.

13 The Grainger ordering website will open. Use the Search bar or icons to search for
items.
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14 Click icon. This will take you through a variety of options related to the category
selected.

15 Locate the item needed and click the blue drop down.
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16 Enter Qty and click "Add to Cart"

17 Click "Continue Shopping" if more items are needed. Repeat steps 14-16.
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18 After all items have been added to cart, click "View Cart"

19 Review cart selections and make changes as needed. Click "Submit Cart"
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20 Click "Submit Cart" again.

21 The items will be moved into Workday and populated on the active requisition.
Click on the sections on the left to open and review all lines to confirm all
selections were transferred to requisition.
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22 Click Checkout if no changes are needed or Continue Shopping to add items.

23 Review details to ensure accuracy. Use the scroll bar on the left side to review line
detail.
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24 Review all line information and confirm it is correct. Use the slider bar at the
bottom to scroll to the right to review additional information. Make any
corrections as needed.

25 Click Submit to submit purchase requisition.
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26 Click "Details and Process" to view the auto-generated requisition number.

27 Click "Process" to review the approval steps.
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28 Click Remaining Process to review approval steps.

29 Click hyperlink for requisition to return to the requisition details.
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30 Click "Process" tab again to review outstanding approvals as shown in next step.

31 Use scroll bar on left side to scroll down.
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32 Once departmental approvals are completed the purchase order will immediately
be issued and sent to Grainger.


