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Create a non-catalog items requisition in Workday

Before you begin, have the following information available:

e Supplier name

e Description of the goods or services

e Quote or supporting documentation, if applicable
e Estimated cost

e Requested delivery date

e Applicable Spend Category

e Required Worktags

e Shipping/building and room information

1. Inthe Workday search box, type in Create Requisition and select the Task

Q. create requisition

Simplified Search is Disabled a

Tasks and Reports

Create Requisition

Task

Create Requisition Template

Task

2. The next page provides you with a link to the Purchasing website for any questions or

additional information needed for Purchasing

Instructions
Please visit the FAU Job Aids worklet on your Workday home screen for job aids and additional assistance with creating requisitions (Area of Focus — Purchasing).

For additional information about FAU Purchasing, please visit our website: http://www.fau.edu/controller/purchasing/
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3. Check the “Requisition Details” to ensure all information is correct.

Requisition Details

Requesting for
|

Company

Florida Atlantic University
Currency

USD ($)

Deliver-To
[ ]

Ship-To

777 Glades Road...

Worktags
1

4 more worktags  view all worktags

Start Requisition Edit Details



4. Scroll down to Ordering Methods and select Request Non-Catalog Items

Ordering Methods

:ioﬁ

Search Catalog

Search the internal catalog of preferred
items and suppliers to add into the...

=

Request Non-Catalog ltems

Add a good or service that is not in the
catalog

Connect to Supplier Website
Purchases of EDIBLE ITEMS cannot be

made using E&G or GRANT funds via th...

Add from Templates and Requisitions

Select from Requisition templates and
past Requisitions

Select from My Procurement Favorites

Select from my Favorite items

Request Project-Based Services

Provide project details to request a
project related service

5. Select the Request Type and complete the applicable Request Details.

Request Type

© coods (O service

Request Details

Request Deseription %

Supplier ltem Identifier

Commodity Code

Spend Category *

Supplier

Order-From Connection

Supplier Contract

Requested Delivery Date

‘ MM/DD/YYYY ]

Pricing
Quantity *
& )
Unit of Measure *

Price

[ J

Subtotal $0.00 USD

Memo
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6. When you select Add to Cart, you can view the items that are in your Cart in the top right

corner

¥E

Mon-Catalog Request

Request Type Qo onvien Suggested ems
Request Details Pricing Mo Becommendaticns Yet
Footuest Dascription * Guantity *

Requisition Detalls

af Masasairg * Requesting for
Supplier bem Identifier Commadity Code o et
Ki Comgany
Fric i
Spend Categoey 1900 Currensy
= MsoElanei Sevoes =
Requisition
Hoted | gk Pew Consumabibes LA || Office o Common Aéwd |1 e ¢ e
Subtotal £10.00 S0 E
Premotiosal Geods || Supplies - Lab || Supplies - Ofice
ema Deliver-To
supglier Supplier Contract
M VW istermational, LLC = = Ship-Ta
Dirther-From Cosnection Riquested Dalivery Diste tags
= ™ B e
et o

m Back 10 Requisiisns Heme

7. When you are ready, select the Cart symbol and select Checkout

® ¥

My Cart View Cart X

F . m

Quantity: 1 $0.00
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8. Please verify the Ship-To-Address, and review and fill in the Requisition Information to

ensure its correct.

Checkout

Company ) ) Requisition Status Total Amount
Florida Atlantic University - NEW - Draft 0.00USD

~ Shipping Address

Ship-To Address 777 Glades Road
Boca Raton, FL 33431
United States of America

Requisition Information

Request Date | po /24 /2026 [

Currency % | 3 USD (eee

Requisition Type *

High Priority

Sourcing Buyer

Freight Amount 0.00
Other Charges 0.00

Memeo to Suppliers

Internal Memo
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~ Requisition Information

] -

High Pricrity

Sourcing Buyer

Freight Amount 0.00

Other Charges 0.00

Memo te Suppliers

Internal Memo

9. If you scroll down to the Goods and Services Lines, determine which one you are using and

check if the information is correct

1item =@
Order  Image ltem Purchase ltem Item Description *Spend Category *Quantity Unit Cost E:‘;’f": Deliver-To

uanti 60.00 o

sticky notes for Supplies - ) Quantity * 3.00 Boca Rate

office Classroom - 20 Kenneth f

williams

Blg (AD) :

Unit of Measure % 10_Room

Unit

v

[l >
0items 0

Order  Image ttem Description “Spend Category E:;:‘::d Date Deliver-To *Ship-To Address Ship-To Conts

No Data
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Before submitting, please check the following:

Correct supplier

e Correct non-catalog item

e Correct quantity/unit price
e Correct spend category

e Correct Worktags

e Required quote/supporting documents

Delivery/ship-to information is correct

10. Please add all necessary Attachments and then click Submit

> I Attachments

‘m\< Save for Later ) ( Continue Shopping > @

ERROR MESSAGE - If you receive an error message for the Ship-To-Address when

submitting, please follow the steps below:

1. Clickon 3 dotsicon (related actions) and select “Edit Address”

Edit Requisition Defaults

Cancel

> Attachments

Submit | Save for Later ] Continue Shopping | [ ees |

2. Then select Ad Hoc Addresses



Edit Address

Click Apply to use the deliver-to and ship-to address on the requisition header and all lines.

Ship-To Address % 777 boca, FL 33431 United =
States of America
Search

Use Altemate Address Default Addresses 3
Addresses by Company h]
Ad Hoc Addresses H
Addresses by Location 3
Addresses by Location Hierarchy b

Use Alternate Address & Ad Hoc Addresses
a

O

3. Click “Apply”

Apply L

111, FL 33454 United States
of America

1 Delray Beach, FL 33484
United States of America

777 boca, FL 33431 United
States of America

777 Glades Road 67 Oxley
Athletic Center Boca Raton, FL
33431 United States of America

777 Glades Road AD10 Room
149 Boca Raton, FL 33431
United States of America

777 Glades Road AD10 Room
149 Boca Raton, FL 33431
United States of America

Cancel ]
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If the desired address is not listed in AD HOC ADDRESSED, you will need to check the box
marked “Use Alternate Address” and then click the “Add” button and add all required

address lines.

Edit Address

Click Apply to use the deliver-to and ship-to address on the reguisition header and all lines.

Ship-To Address (empty)

Use Alternate Address

| Add |

Then, click “Apply”
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