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Create Requisition from a Template

Requisitions created in Workday and approved by a manager will trigger the creation of a Purchase Order. Workday

allows templates and prior requisitions (for supplies only) to be used when creating new requisitions. These templates

are configured for departments and are adapted by Workday based upon item usage. They can be selected each time a

requisition is created. Follow the steps below to create a requisition using a template.

Create Requisition

1. Search and select Create Requisition task in
the search bar.

2. Enter appropriate requisition information
into required fields. Most information will be
auto-populated, but the Requisition Type
needs to be entered manually.

3. Select OK.

Add from Templates and
Requisitions

1. Select Add from Templates and
Requisitions.

2. Select the appropriate template(s) or past
requisition(s) to add to cart.

3. Select View Items.

4. Select all necessary items, and make any
needed adjustments to the quantity.

5. Select Add to Cart.

6. Make a final review of item information in
the cart, and select Checkout.

7. Select Submit.
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Create Requisition

Requester

Company
Vanderbilt University Medical Center Travis A Bradford (0119545)

v Select an Option

Search Catalog

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

Request Non-Catalog ltems

Add an item or service to your cart that s not in item master.

Add from Templates and Requisitions

Select from requisition templates and past requisitions.

Select from My Procurement Favorites

Select from my procurement favorite items
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Add from Templates and Requisitions
Reque:

Company
Vanderbilt University Medical Center

Currency
UsD

Requisition Currency * | X USD.
Requisition Templates 1 ftem
Select Name

Weskly Restock

]

Past Requisitions 2 tems
Select Reauisition

REQ1000003

REQ1000004
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Add from Templates and Requisitions

Currency  Reque:
Usp

Company
Vanderbilt University Medical Center Fabls & Badtora (0119545

Selected Templates/Requisitions  Weekly Restock

Shop

Travis A Bradford (0110545)

Requisition Type

Supplies

Date

04/19/2022

04/19/2022
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QUESTIONS?
Please email BusinessEducation@vumc.org.
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