Requisition Worklet Job Aid  wdkdby et

Table of Contents

Getting to the Requisition Worklet Page...........cccceevvieniiiiiieiiicicceeeeee e, 2
Requisition DEtails ..........cccueieiiiiiiiiiiiieeiieeie et 3
Start @ REQUISIEION ...c..veiiiiieiiieciie ettt st et eesereesnbeeenseeenes 5
Contract Info questionnaire - INbOX..........ccccviiiiiiiieiiiieeeeeee e 8
ReEQUISTHION STATUS ...eeieviiieiiiie ettt ettt e et e et e e e evee e easaeesnssaeesnsaeeas 8
Awaiting Order — Ordering — Ordered Field ............ccooveviiieiiiiicieeeeee e, 10
Receiving — Received Field........ccooiviiiiiiiiiieececeeeee e 10
Invoicing — Invoiced — Match EXCeption ...........cccceevviiiiiiiieeciiieciee e 11

Page 1 September 2025



Requisition Worklet Job Aid

Getting to the Requisition Worklet Page
1. On the Search Bar, type either: “Create Requisition” or “My Requisitions”

'[:J. create reguisition requisition

Tasks and Reports

Create Requisition

2. The Requisition Worklet Screen will display after clicking “Create Requisition”

Q1 create requisition ®
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This screen displays a list of all requisitions created within the past 6 months, including
the “Completed” requisitions*. The new screen will display all the requisitions and the
status of each of the processes associated with them.

*Please note that the system will display only the last 50 requisitions. If information on
50+ requisitions is needed, please run the “Requisition Life Cycle” Report.
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3. The “Requisition Details” displays the fields populated by default by Workday.
Please note that the system will always choose the “Requisition Type” used in the
previous requisition. Make sure to change it accordingly.

Requisition Details

Requesting for
Erick Fernandez

Company

Montclair State University

Currency
usD (5)

Requisition Type
1 Quote

Deliver-To
Overlook Building

Ship-To
150 Clove Road...
Worktags
Cost Center; CC10294 Purchasing

Division: D53 Finance and Treasury

2more workiags  view all worklags

4. Click “Edit Details” if you would like to modify any of the fields displayed on the current
screen (you can do this on the main page of the requisition later on too).

Worktags
[ Cost Center: CC10316 Enterprise Application Se... l

[ Division: D70 Information Technology ]

Zmore worktags  view all worktags l

Page 3 September 2025



5. In the “Edit Requisition Details” screen, modify accordingly and click “Save Changes”

Edit Requisition Details
Requesting for *

Requesting Entity

Company *
Currency *

Requisition Type

Deliver-To

Ship-Ta*

Cost Center

Diwisian

Additional Worktags

!

x

Etick Fernandez

x

Montclair Siate University

x

uso

Univeraity Contracta (UNCH)

150 Clove Read = Overloak Building

»

150 Clove Resd. Linke Falls. NJ 07424 United
States of America

Coar Center; CC10318 Enterprins Application
Earvice

x

®

o

Divisicn: D78 Information Technalagy

Fund: F10 Unrestricted Operating Fund

Program: N15 fnstitutional Support

m ( cancel ) ( Reset to Default )

6. In the “Ordering Methods” section, choose whether your requisition is a “Non-Catalog”
or a “Punch-Out.” This section also allows you to select templates (copy from previous
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requisitions).

Please note that if you choose “Connect to Supplier Website,” the system will
immediately connect you to the Punch-Out screen with which you are familiar.

Ordering Methods

| Request Non-Catalog ltems
I‘ .

[* ] connectio Supplier Website _
ﬁ| Add from Templates and Requisitions

N, a
"ZIN.? Select from My Procurement Favorites
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7. Click “Start Requisition,” and the system will display the new screen.

Worktags

[ Cost Center: CC10316 Enterprise Application Sa... ]

| Division: D70 Information Technology |

2 mare wmk‘tagiview all worktags

8. Enter at least the mandatory information with the red asterisk. Click “Add to Cart.”

Non-Catalog Request
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m Back to Requisitions Home

What do you need to order?
Description ™
Pencils
® =

What type of order is it?
Spend Category *

% 5C0172 Office Supplies = _

15 this a goods item or a service?

© Goods

Service

What is the quantity and cost?

Quantity *

1 =
o=

Unit of Measure *

x Each

Price

[1}
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9. Please note that after clicking “Add to Cart,” the system stays on the same screen, and all
the fields become blank. This is normal; click on the “Shopping Cart” or “Add Another

Item”
Q Search § EP &
What do you need to order? Requisition Details I
Demcription * Reguestang for
Evach Fermardde
Company
Morsclas St -
Corrency
LSO (S
What type of order is it? Tyee
Sperd Category 1 Cuote
= Detrver-To
By thin 5 goade mem or 8 serviee? =ap-To
0 o V50 Chires B
B Workiags
Condt Canita 2l Pra i
G DA F -
What is the quantity and cost? T meniogn e 2l k2T
Dty * — —.

10. Once you click on the “Shopping Cart,” the system displays “My Cart — View Cart,”

click “Checkout”

My Cart View Cart b

Pencils 1]

Quantity: 1 $10.00

m 4mmm 100 1000 USD
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11. After clicking “Checkout,” the system takes you to the screen you are familiar with.
Please make sure all the necessary information that was not entered in the beginning is
entered here in order to prevent any errors when submitting the requisition for approval.

Company Reguester Requisition Stalus Tatal Amount
Montclair State Unaversity Erick Fernandez Tl Draft 000 UsD

* Please do not use the Altermnate address. It will prevent the requisition from being processed into PO,

= Requisition Type is required.

* Please do not enter the Sourcing Buyer Information.

& Memo to Supplier-Please enter your bullding name and room number for desktop delivery.

= Order from Connection must be selected for the Supplier.

* Software as a Service (Saa5) (a'k/a "Cloud”) Suppliers must have approved HECVAT, HECVAT Review Request form, and VPAT documents in Workday. If not, the requesting
department must submit a completed HECVAT, HECVAT Review Request, and VPAT form, when creating the Requisition. The detailed guidance Is available here:
hittps.ivoww montelair eduinfermation-technelogy/security/hacval! and for VPAT htbpe: f'www montelair edu/digital- sccessibility-initiative information- for-vendors!

~ Shipping Address

Ia
| Sawe for Later
b5

12. Please note that after submitting a requisition using any type of Cooperative Contract
(State, Local, National, GSA), University Contract, or Waiver of Advertising as the
Requisition Methodology, the system will display the legend “You have submitted.”
However, you will need to complete the questionnaire and submit it in order to
trigger the approval process.

You have submitted!
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13. You can access the questionnaire by scrolling down to your open requisition worklet (the
same page where you create or start the requisition process). Alternatively, you can go to
your Inbox and complete the Contract Info questionnaire and click “Submit”.

Worklet View:
Requisitions (pasté Months) Edit Filters
Open (2) Completed (D)
RQ-00073092 " Awalting Action - Show Details
Total Amouni: $59.94 Complete Questionnaire DUE
Created on 09/30/2025 Ordering Receiving Wrecicing
1 ifem

Inbox View:

= uow  MONTCLAR Q myrequisitions ® P P s

- All Items 3 s W @ LV Cresed 0873/2004 | Dur 081 8/2024
a - Q  Sewrch: Al Remd i Collect Contract/Waiver Number —
e Question For Collect Contract/Waiver Number for Reguisition, RQ-D0045468, Requester: Enck
W doackd Ssarch Femandez, Date: 05/13/2024, Amount: $0.00
T
@ A Collect Contract/Wabver Mumber: 04N 3200
AQ 00045468

Question Fof Collect ContractWarver Number

Hequires your attention as information has been ch_
€ Due 051572074
Check Budget (Financial) for 051272024
El B ¢ w hat is the Contract /Walver Numbser? (Requsred)
Do 051477074 A

&P G
h, L

Carcel h\.
- —

Requisition: RO-00045361,

14. Once you submit the questionnaire, you will be able to see the current status of the
requisition on the Worklet page, as well as the receiving and invoicing status. Proceed to
click on the “Awaiting Action — Show Details” button to see next steps.

Requisitions (Past 6 Months) Edit Filters

Open (2) Completed (0)

RQ-00073092 *** Awaiting Action - Show Details
Total Amount: $59.94 Created on 09/30/2025

B Ordering Receiving Invoicing
1item v
RQ-00064814 *** Awaiting Action - Show Details
Total Amount: $59.94 Created on 04/23/2025

] Ordering Receiving Invoicing
1item v
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Requisition Process History

30 items

Process Step
(Al

Requisition Event Approval by Gift Manager

(al)

Requisition Event
Special

Requisition Event Approval by Cost Center

Manager (All)

Approval by Category Approver Not Required

Status Completed On  Due Date
10/04/2025

Not Required

10/04/2025

Person (Up to 5)

AE=o 2E

All
Persons  Commi

Awaiting Action 10/02/2025

Manager)

Donna Sadlon (Cost Center

L 4

15. The Requisition Worklet page will display important information such as Budget Errors,
Awaiting Action, and requisition Approval status. You can also find important information
such as Purchase Order number, Receipts, and Invoices, along with payment status, by
simply clicking the fields Ordered, Received, and Invoiced.

a- Click on any “Red Warning” in order to see the error Workday has

encountered
RQ-00045466 - Budget Check Failed @_
Total Amount: $850.00 Created on 05/13/2024
1 item ~
RQ-00045466 - Budget Check Failed @
Total Amount: 5850.00 Created on 05/13/20"
s Budget Check Failed
RQ-00045465 - Awraiting Actien by
Total Amount: $2.00 Created on 05/13/2(
1 aim Awaiting Action by Erick Femandez

b- Click on the three dots next to the requisition number so that you can edit the

Total Amount: $8&°

1item ~

RQ-00045465
Total Amount: $

1 item ~

RQ-00045464
Total Amount: $|

1item

RQ-00045463
Total Amount: $

1 item
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RQ-00045466 ***

Budget Check Failed G)

nn FarParers A e n:a“|'3.”1n’|4
RQ-00045466 X
'ald Pasho
1
View
Edit

View Accounting

Cancel Requisition

wn Laidlaw
1
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requisition accordingly
c- Click on the “Ordered,” “Received,” and or “Invoiced” fields to see the
information associated with it.

© © ®

Ordered Received Invoiced

d- Awaiting Order — Ordering — Ordered Field
- Awaiting Order: the requisition has been approved but has not yet been
sourced.
- Ordering: the requisition has been approved and partially sourced.
- Ordered: the requisition has been approved and fully sourced.

C— o

Ordered

PO-0000043461

Status: lssued
Contact: Osvald Pasho
Supplier: W B MASON CO INC

e- Receiving — Received Field
- Receiving: the PO has been issued but has not been fully received
- Received: the PO has been issued and has also been fully received

@ @ | Division: D53 Finan

L - |

Received

RC-0000056319 for PO-0000043461

Status: Draft
Supplier: W B MASON CO INC
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f- Invoicing — Invoiced — Match Exception
- Invoicing: the purchase order has been issued but has not been fully
invoiced
- Invoiced: the purchase order has been issued and has also been fully
invoiced
- Match Exception: the purchase has been invoiced, but there is an invoice
in match exception (most likely due to a missing receipt).

@ | Division: D53 Finance

il

Invoiced

Supplier Invoice: SI-0000083090

Status: Approved

Match Status: Exception @
Payment Status: Unpaid
Contact: Cheri Jefferson

Supplier: W B MASON CO INC

g- Finally, when the requisition cycle is done, the system switches the requisition
from the “Open” to the “Completed” tab

Requisitions (Past 6 Months)

Open (6) Completed (1)
RQ-00045418 *** Approved COMPLETED
Total Amount: $6.00 Created on 02/13/2024

1item ~
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